[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
NHbopmaumsa o Bnagenbue:

®KO: KoctposeL, Jlapuca bopncosHa

[lomKHOCTb: AnpekTop

[ata nognucanus: 16.05.2026 10:29:35

YHUKanbHbI MPOrpaMMHbIN KIKOY:
6882606104c36dbde41c4ab93a65382136a292d6

[Tpunoxenue 4

K 00pa3oBaTebHON ITporpaMmme

PABOYAS ITPOI'PAMMA JTUCHUAIIJIMHBI

51.B.01.03 Oduc MeHETKMEHT

(I/IHI[GKC, HAaMMCHOBAHUEC JUCHUIIIIMHBI B COOTBETCTBHU C y‘IGGHBIM HJIaHOM)

38.03.02 MeHeKMEHT

(KO[[, HAaMMCHOBAHUC HAITPABJICHUA HOI[FOTOBKI/I)

VYopaiieHre MaJibiM OU3HECOM

(HanMeHOBaHUE 00pa30BATENBHOI MPOrPaMMBb)

ouHas Gopma 00yUyeHUs
(popma oOyuenus)

['ox HaGopa — 2026

JloHenk



ABTop(bI)-cocTaButenan(u) PIIL:

JlockytroBa BukTtopuss BuxktopoBHa, KaHA. roc. ymp., JOLEHT, JOLEHT Kadeapsl
MEHEI)KMEHTa HETPOU3BOICTBEHHOM chepsl

3aBenyromuii kadeapoii:

TapacoBa Enena BiagumupoBHa, KaHA. 3KOH. HayK, JOLECHT, 3aBEAYIOLIUU
Kadenpoit MeHeKMEHTa HETPOU3BOICTBEHHO cephl

Pa6ouas mporpamma auctumiuabsl b1.B.01.03 Oduc-menemxment ogoOpeHa Ha
3aceaHuu Kadenpsl MEHEIKMEHTa HEMpPOU3BOACTBEHHON cdeprl JloHernkoro

bunuana PAHXul'C

npotokost Ne 11 ot «18» mapra 2026 .



COJEPKAHUE

1. IlepeueHb mIaHUPYEMBIX peE3yIbTATOB OOYYEHHUS MO JUCHMUILUIMHE, COOTHECEHHBIX C
IUTAHUPYEMBIMH pe3yIbTaTaMy OCBOEHUS IPOrPaMMBI

2. O0BeM 1 MECTO TUCIHMILUIMHBI B CTPYKTYpe 00pa3oBaTeIbHON MTPOTPaMMBI

3. CopepxaHue U CTPYKTypa AUCIUILINHBI

4. Tunbl OLIEHOYHBIX MaTEpPUAJIOB, MOKA3ATENN U KPUTEPUU OLICHUBAHUS

5. @opMbl aTTeCTallMM U THUIIOBBIE OLIEHOYHBbIE MAaTEpHalibl JJisi TEKYLIEro KOHTPOJIs
YCTIEBAEMOCTH O0YUAIONTUXCS, KPUTEPUHU U IIKAIBI OICHUBAHUS 10 KOHTPOJIBHBIM TOYKAM

6. @opMbI TPOMEKYTOUHOMN aTTECTAllMK, KPUTEPUH U IIKaJla OI[CHUBAHUS, TUIIOBbIE OIICHOYHbBIE
MaTepuaibl IO TUCIUIUINHE

7. MeTonndeckue MaTepuasbl MO OCBOCHUIO TUCIUTIIIAHbI

8. YuebHas nuTepaTypa u pecypchl HHGOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHON ceTH «MHTepHeT»
9. MatepuaiibHO-TeXHUYECKas 0a3a, UHPOPMALIMOHHbIE TEXHOJIOTHHU, IPOrPaMMHOE 00eCTIeYeHHE
¥ MTHPOPMAITMOHHBIE CTIPABOYHBIC CHCTEMBI



1.

IlepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 0 TUCHMILINHE,
COOTHECEHHBIX € IVIAHUPYEeMbIMU Pe3yJbTATAMHU OCBOCHUA 00pa30BaTeIbHOM
MporpaMmbl

Jucrummaa b1.B.01.03 O¢duc-menemkmenT obecrieunBaeT GopMUpOBaHUE Y
00y4Jaronuxcs CIeAYIOMUX TPoPeCcCHOHATEHBIX KOMITETCHITHINA:

OTO/TD Kox |HammeHnoBan Kon HaumenoBa | O0pa3oBaTebHbIN pe3yJbTar
" KoMIeTe ue HHIMKATOPA HHe

PEKBHU3HUT HIUH |KOMIIETEHIH | JTOCTHKEHHUS | HHAMKATOpA

bl [1C " KOMIMETEHIH | TOCTHKEHUSI

(npu i KOMIIeTEeHIH

Haau4uu) i
D/04.6 [1K-3 CroocobeH [1IK-3.2. Cozmaer [IK-3.2. V-8 Ymeem npumenamo
Koucynbti KOHCYJBTHPO KaHAJTBI 1n00X00bl Oe30naAcHol pabomol 6
POBaHNC U BaTh U KOMMYHHUKAIl UHDOPMAYUOHHO-
METOL0II0T OKa3bIBATh Uy Ui meneKoOMMYHUKAYUOHHOU cemu
nHcckai METOI0IOTHY nepenaun u  |"Mumepnem" (3awuma
Hogﬂepxq(a ECKYIO ACKAAIKN  [NEPCOHANbHBIX OAHHBIX,
PabOTHHIOB MOIIEPIKKY nH(MOPMALIUN |[aHMUBUPYCHAA 3aUUma,
opraHusanu
U B OGIACTH paboTHUKaM B oOnacTu uHgopmayuonHasn 2ucuena);
yIIpaBIIeHust OpraHu3auu ynpasienusi |[[IK-3.2. 3-13 3naem ocroewi
prCKaMHu B o0nactu puckamu pabomvi 6 ONEPaAYUOHHBIX
08.018 YIIpaBJIeHUS MIPEJICTaBUTE |cUcmemax;
CTICIIHAITHCT pucKamMu nsiM Ou3HEC-
1o MIPOLIECCOB
yHpaBJICHA OopraHu3anuu
10 PUCKAMH,
YTB.
[Ipuxazom
Munuctepc
TBa TPyJa U
COILIMAJILHO
H 3aIUTHI
PO
18.04.2025
No264n.
07.
aIMUHUCTP
aTHUBHO-
ypaBJICHYEC
CKasa u
oducHas
JACATCIIBbHOC

Tb

2. O0beM U MeCTO TUCHUILINHBI (MOIYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOIM
NpoOrpaMMbl

OO0wmii 00bEM JTUCIIUILIAHBL:




3,00 3.e., 108 ak.uac

KonTakTHas pabora oOydaromuxcs ¢ IpernojaBaTesieM MO BUJaM Yy4eOHBIX
3aHATUN: 63 aK. yac Ha KOHTAKTHYIO pa0boTy ¢ mpernojaaBaresieM, U3 HUX 18 ak.4ac
Ha JIEKIMU U 36 aK.yac Ha MPAKTUYECKUE 3aHATH. 45 aK. 4ac Ha CAMOCTOSATEIIbHYIO
paboTy o0y4Jaromuxcs.

b1.B.01.03 Oduc-MeHeKMEHT peau3yeTcsi Ha 2-0M Kypce B 4-M cemecTpe
1OCJIE U3yUYEHUS TUCLHUILINH:

- OO MEHEHKMEHT;

- CaMOMEHEIKMEHT.



3. Conep:xaHue M CTPYKTYpPA TUCUMILIIMHBI (MOYJIs1)

3.1. CTpyKTypa JUCHUIUIMHBI (MOTYJIS)
Ounas ¢hopma 0byuenus

Ne i/m HaunmenoBa O0beM IMCHHMIIMHBI, AK.YAC dopma
nueteMmu | BCEI'O KonTakTHast padora o0y4armmxcs CamocrosiTesbHAsI TeKYLIero
(nm) ¢ mpenoaasaTejieM 0 BUaM Y4eOHbIX 3aHATHIT padora KOHTPOJIA
pa3jejioB Ilepuoa TeopeTu4yeckoro o0yyeHus IMepuon yCIeBaeMoCTH,
MPOMEKYTOYHOM NPOMEKYTOYHOM
arrecTalMu arTecTaluu
(ceccus)
3ansaTus 3ansaTus HUK KCP | K9 Kar | K | CPxp | CPa3k CpP
JIEKIIMOHHOTI'0 CeMHHAPCKOro TK | 0
THIIA THIIA H
J BJI JIP 113 T
p
0
Ja
b
PA3JIEJI 1. KOHIEIITYAJIbHBIE OCHOBBI YITPABJIEHMA O®MCOM
Tema 1.1 Odwuc B Jlokma,
COBPEMEHHOM TectupoBanue
CHCTEME 11 2 0 0 4 0 0 0 0 0 0 5
yIpaBieHUs
Tema 1.2. TectupoBanue,
KonTpoibHoe
Bunsr oducos 3alaHue
U UX 11 2 0 0 4 0 0 0 0 0 0 5
o0opyoBaHUe
Tema 1.3. | Dpronomuka 11 2 0 0 4 0 0 0 0 0 0 5 Tectuposanue,
otuca KontponbHoe
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| 3amanue

PA3EJI 2. ”THOOPMAIIMOHHO-AOKYMEHTALIMOHHOE OBECIIEUEHUE YIIPABJIEHUA OPNCOM

Tema 2.1. | Muadopmarnmon Tectuposanue,
HOE U KontponbHoe
JIOKYMEHTaL1O 11 2 4 5 3a7aHue
HHOE
obecreueHne
oduca

Tema 2.2. Ko . TectupoBanue,

MMYHUKal1
YHHAKAR 11 2 4 5 KOHTpONBHOE
u B ouce
3aJlaHue

Tema 2.3. | Oprauusanus TectupoBanue,
pabouero KonrponsHoe
IIPOCTPAHCTBA 3a/1aHue
KakKk

11 2 4 5

WHCTPYMEHT

IOBBIIICHUA

IMPOU3BOAUTCIT

BHOCTHU

Tema 2.4. By rproduc: TectupoBanue,
yb 11 2 4 5 KontponbHoe
bIC OTHOIICHMUS
3aJlaHue

Tewma 2.5. TectupoBanue
Oduc P ’
5 11 2 4 5 KontponbHoe

YAYIIETO
3aJlaHue

Tema 2.6. | Oducnas TectupoBanue,
0€30MacHOCTb: KoHTponsHOe
yIIPaBJICHHE 3aaHue
pHUCKaMH U 11 2 4 5
HETPEPBIBHOCT
b
ACATCIIBHOCTHU

[TpomexxyTouHas 9 0 0 0 3a4eT C OLEHKOM

aTTecTanus

Urtoro | 108 18 36 45




Hcnonvsyemvle cokpaweHus:

JI — mex1uy - 3aHATHSA, IPEAyCMaTPUBAIOIINE PEUMYIIECTBEHHYIO Mepenady yueOHol nHpopManuy 00yJaronuMes MeJarornaeCKUMI pabOTHIKAMH OpTaHW3aliH U (WITH) JTUIAMH,
MIPHUBIIEKaeMBIMH OPTaHM3AINEH K peaTi3anui 00pa3oBaTeIbHBIX IPOTPaMM Ha WHBIX YCIIOBHSX, ).

BJI — Buneo nexuun.

JIP — maGopaTtopHbIie pabOTHL.

I13 — mpakTHyeckue 3aHATHUS (32 UCKITFOUCHHEM JIAOOPAaTOPHBIX padoT).

UK — uaaMBHIYyaTbHBIC KOHCYJIBTAIIHH.

KCP — KOHTpOJIb CAaMOCTOSITENILHOM PadOTHI

K3 — koHcynpTanumu nepes 5K3aMeHOM

Karmax — koHTakTHast paboTa Ha aTTECTAIHIO B IEPHO]] SK3aMCHAITMOHHBIX CECCHI

CPxp — camocTosiTenpHast paboTa Ha MOATOTOBKY KYPCOBOH pabOTHI/ KypCOBOTO TIPOEKTA.

CP»axk — camocTosTensHas paboTa Ha MMOATOTOBKY K K3aMCEHY.

CP — camocrosTensHas paboTa B ceMecTpe Ha MOATOTOBKY K YICOHBIM 3aHITHSM.



3.2. Conepx’aHue AUCHUILITMHBI
PA3JIEJI 1. KOHIHEINTYAJIBHBIE OCHOBbBI YIIPABJIEHUSA
OPUCOM

Tema 1.1 Od¢muc B coBpeMeHHOHl cHCTeMe YNPABJICHUS MAaJbIM
ousznecom. I1K-3.2.

Ponrs u wMecto oduca B CTPYKType YNpaBl€HUS OpraHusaluei
HEIMPOU3BOACTBEHHON cdeprl. DBomtonus oduca: 0T TPaTUIUOHHOTO K
BUpTyadbHOMY. OCHOBHBIE (YHKIIMU oduca Kak IeHTpa HHGPOPMAIMOHHOTO
B3aMMOJICUCTBUS U TPHUHATHS pereHuil. [IpuHIUIBI aqIMUHUCTPUPOBAHHS B
NEeATeTbHOCTH  COBpeMeHHoro  odmuca.  BzammopeiictBue  oduca ¢
noJIpa3iefieHus MU U CiykOamu opranusanuu. CTpyKTypa OpraHu3aliu u
MOPSAOK B3aUMOJCUCTBUA MEXKAY €€ DdiIeMeHTaMu. [IpUHUMIIBI U METOHbI
aJIMUHUCTPUPOBAHUS, PUMEHSIEMbIE JJI PEIICHUs ONEepalMOHHBIX 3a7a4. Poib
opuc-meHekepa B oOecriedueHMM  HMHPOPMALMOHHOM  Oe30MacHOCTH U
KOH(PUIESHIIUAIIBHOCTH CITy>KeOHOM nHpopMauu.

Tema 1.2. Knaccuduxkanus odpucos aiast masoro omsneca. I1K-3.2.

Knaccudukanus oducoB mo pa3nuyHbIM TpHU3HAKAM: OTKPBITHIE U
3aKpBIThIC, CTAIlMOHAPHBIE U MOOWIbHBIC (KOBOPKWHTH, BUPTYaJIbHbIE O(HUCHI).
TpeGoBaHuUsI K MaTepUATBLHO-TEXHUYECKOMY OCHAIIIEHHIO 0(rca B 3aBUCUMOCTH OT
ero tuma. CoBpeMeHHOe  O(QUCHOE  O00OpYJOBaHHUE:  KOMIIBIOTEPHI,
MHOTO(yHKIIMOHAIbHBIE ycTpoiicTBa (MDY), cpencTBa CBsI3U, MPE3EHTAIIMOHHOE
obopynoBanue. IlpuHumnel padoThl ¢ OQGUCHBIM MAKETOM MpOorpamMMm s
obecnieueHus naearenabHocTu oduca. [IpaBuna skcrutyaTanuu M 00CTY>KUBaHUS
oducHoro obopymoBanus. Opranuzamnusi WHOOPMAITMOHHONW OE30MaCHOCTH TMPHU
UCITOJIb30BAaHUU oucHoMn TEXHUKHU. [lepenaua uHpOopMauu B
CUCTEMATU3UPOBAHHOM BHUJIE C UCTIOIB30BAHIEM TEXHUYECKUX CPEJICTB.

Tema 1.3. Onpenenenue IprouoMuxu opucuoro npocrpancrsa. INK-
3.2.
[TonsiTue sproHoMuKy 0UCHOTO TpocTpaHCcTBa. [IpUHIIMIIBI Opranu3auu

pabouynx MecCT AJsl MOBBILIEHHS NPOU3BOIUTEIBHOCTH M COXPAHEHUS 370POBBS
COTPYIHUKOB. JproHoMuyeckue TpeOoBaHUS K MeOelId, OCBEIICHHUIO,
MUKPOKJIMMATy M aKycTuke oduca. [lcuxonoruueckue acmneKkTbl OpraHU3aluu
pabodero MpOCTpaHCTBAa (30HUPOBAHUE, LIBETOBOE pelieHue). BrusHue
AProHOMHKHU Ha IPHEKTUBHOCTH 0OPaOOTKM U CTPYKTYPUPOBAHUS MHGOPMAIIHH.
CaHUTapHO-TUTHCHUYECKNE HOPMBI M TIpaBWJa BHYTPEHHETO pAacCIOpsiIKa.
Ob6ecnedenrie HOOPMAITMOHHOW 0€30MaCHOCTH C YYETOM PTOHOMHKHU paboyero
MecTa.
PA3JIEJ 2. UH®OPMAIIMOHHO-AOKYMEHTAIIMOHHOE
OBECIHHEYEHHUE YIIPABJIEHUA O®PUCOM



Tema 2.1. UHpopmManmoHHOe M JOKYMEHTAIlHOHHOEe o0ecrieYeHHne
oduca. I1K-3.2.

Cucrema wHGOPMAIMOHHOTO OOEcTIeUeHHs AesITeIbHOCTH oduca. Bumbl
UH(OPMAIMOHHBIX PECYPCOB U 0a3 NaHHBIX, UCMONB3yEMBIX B padoTe. [IpaBuia
dbopmHpoBaHUs, BEJCHUS U UCIIOIb30BaHUs 0a3 JaHHbIX. COBPEMEHHbBIE METOIbI U
TEXHUUYECKHE Cpe/cTBa OOpabOTKHU, COXpaHEHUs W Tepeaayd HHQpopMaruu.
JlokyMeHTarmonHoe ooecrnieuenue ynpapieHus (JJOVY): monstue, 1eiau u 3aaayu.
XKuzneHHbl 1uka gokymeHnta. OpraHu3anus AOKYMEHTOOOOpOTa: BXOJSINIKE,
UCXOJSIIME U BHYTPEHHUE JOKYMEHTBI. DJIIEKTPOHHBINA JOKYMEHTOOOOPOT U €ro
npeumyiiecTsa. [lopsaok 3ammThl KOHPUACHINATBHON CITyKeOHOH HHPOpMAIH
npu pabore ¢ jgokymeHTamu. OOpaboOTKa M CTPYKTypUpOBaHHE HH(OpMaIuw,
o0pa3yss uH(popMalmoHHbIe pecypchl. HMHpoOpMUpoBaHHWE PYKOBOIUTENIS O
pe3ysbTaTtax pacCMOTPEHHsI 3aIPOCOB Ha OCHOBE JOKYMEHTAIBHBIX JTaHHBIX.

Tema 2.2. Kommynuxkauuu B oduce. I1K-3.2.

[lonsitTue w BUABI OQPUCHBIX KOMMYHHKAIIUWA: BEPTHKAIbHBIE U
rOpu30oHTaNbHBIE, (GopManbHble U  HepopmanbHble. Kanamel mnepemauu
uHdopmaruu B opraHm3anuu. [IpUHIMNBI ¥ METOABl AIMUHUCTPUPOBAHUS B
yOpaBJICHUH KOMMYHUKanusiMu. [IpaBuna BeneHus TeneQOHHBIX MEPErOBOPOB,
JIeJOBOM MEepenucKku (BJIEKTpOHHAs TouTa, MecceHpKephl). OpraHuzanus
COBEUIaHMM U  BCTped: TMOATOTOBKA, MPOBEJACHUE, JOKYMEHTHUPOBAHHE
pesynbratoB. Ponb  oduc-menemxepa B obecnedeHur A PEKTHUBHOM
KOMMYHHKAIIMN MEXIY MOApa3aeieHusIMU U ciayxoamu. [lepenada undopmarmu
B cHUCTeMaTu3upoBaHHOM Buje. ObecrneueHre MHOOPMAITMOHHONW O€30MacHOCTH
IIPU UCIOJIb30BaHUU KaHAJIOB CBSI3U. Perienre BonpocoB, He TPeOYIOIINX YYaCTHsI
PYKOBOJIUTEIS, B PAMKAaX KOMMYHHUKAIIMOHHBIX MTPOIIECCOB.

Tema 2.3. Opranmsauusi paéodero NmpoOCTPAHCTBA KAK HMHCTPYMEHT
noBbIlIeHus1 npousBoauTeabHoCcTH. ITK-3.2.

CoBpeMeHHbIE KOHLENIMKU opraHu3auuu oducHoro mpocrpancTBa: Open
space, Activity Based Working (ABW), rubpunmnsie ¢opmater. [lpurammms
30HUPOBAHUSl M YMNPABICHHUS MOTOKAMH COTPYIHUKOB. Opranuzanus padodero
IPOCTPAHCTBA JJIsl PELICHUS Pa3IUYHbIX THUIOB 3a/1a4 (MHAUBUAyalbHas paboTa,
KOMaH/AHasg paboTa, OTAbIX). BrusHMEe opraHu3aluyd NOPOCTPAHCTBA Ha
MIPOU3BOJIUTEIIBHOCTh TPyJa M KadecTBO 00padoTku wuHboOpManuu. MeTossl
aJIMUHUCTPUPOBAHUS, HAIPABJICHHBIE HA ONTUMHU3ALIUIO UCTIONb30BaHUS O(PUCHBIX
wiomwaneil u pecypcoB. CTpyKTypa OpraHU3allMM W MOPSIOK B3aUMOJEHCTBUS
noJipa3fieliecHuii B paMKax OpraHu30BaHHOTO IMpocTpaHcTBa. ObecneueHue
UHPOPMAIIMOHHONM  OE€30MacCHOCTH B YCIOBUSAX  OTKPBITOTO  O(QHUCHOTO

MPOCTPAHCTBA.
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Tema 2.4. Buyrpuoducnbie orHomenus. ITK-3.2.

dopmMHUpOBaHUE  KOPIOPATUBHOM  KyJNbTypbl U €€ BIMSHHE Ha
BHyTpuOQHUCHBbIE OTHOUIeHHus. Poiap oduc-mMeHemkepa B MOAAEP)KAHUU
OJaronpHUsTHOTO TCHUXOJOTHYECKOTO KJMMaTa. YTpaBieHHEe KOHQIMKTaMH B
oduce: meTonbl NpodUIAKTUKK M paspenieHus. JlemoBas 3THKa M 3TUKET B
npodecCuOHaNbHOMN AeSTeNbHOCTU. [[pUHIIUIIBI U METO/IBI AJIMUHUCTPUPOBAHUS B
yOpaBJI€HUH  MepcoHasoM  oduca. MoTuBauuss U HeMaTrepuajgbHOE
CTUMYJIMPOBAHUE COTPYIHUKOB oduca. Opranuzanuss oOydyeHUS U PA3BUTHUSA
nepcoHana.  Bs3aumopencTtsue ¢ PYKOBOAUTENEM U CTPYKTYPHBIMH
noJipa3esieHusIMU [0 BOMpOcaM KaJapoBOTO aamMuHHCTpupoBaHus. [lepemaua
uHGOpPMaIUU O BHYTPHUO(DUCHBIX COOBITUSAX U PEIICHUSX B CUCTEMATH3UPOBAHHOM
BUJIE.

Tema 2.5. O¢uc oyaymero. ITK-3.2.

Tenpennuu  pa3BuTHs ~ OQUCHBIX  MPOCTPAHCTB:  LU(ppoBU3aIMS,
aBTOMaTH3alus, podotuzanus npoueccoB. Konuenuus «ymHoro oduca» (Smart
Office): unrtepuer Bemed (IoT), ympaBieHune KIMMaTOM M OCBEILICHHUEM,
UHTEIJICKTYalIbHbIE CHCTEMbI 0O€30MacCHOCTH. YJajdeHHas paboTa U TUOPUIHBIC
(opMaThl 3aHATOCTU: BBI30BBI U MEPCHEKTUBBI. BinsHNe HOBBIX TEXHOJIOTHH Ha
METO/bl ¥ MPUHIUIBI aAMUHUCTpUpOoBaHUs. COBpEMEHHbIE HAYyYHbIE METO/bl U
TeXHUYECKue cpefcTBa cOopa, oOpaboTku U mepenaun uHbopmanuu B «oduce
Oynyiero». [Iporno3upoBaHue U3BMEHEHHUI B CTPYKTYpPE OpraHU3alMK U MOPSIKE
B3aMOJIENCTBUSI MOJIpa3ACICHUM. OOecrieuenue uH(pOpMaITMOHHOM
0€30I1aCHOCTH B YCIOBHIX BHEIPEHHSI HOBBIX TEXHOJOTUH. OpraHu3aius peleHus
BOIIPOCOB, HE TPEOYIOIINX y4aCTUsl PyKOBOJUTEISA, B ABTOMAaTU3UPOBAHHOM CpeJie.

Tema 2.6. OducHass 0e30MaCHOCTH: YyNpPaBJIeHHE PHCKAMH H
HeNpepbIBHOCTD AesATeabHOCTH. TTK-3.2.

[Tonsitue oducHolt O6e30macHOCTH M €€ cocTaBisonMe: (u3nUecKas,
uH(pOpMaIlMOHHAs, TMOXapHas, HSKOHOMHUYECKas. YTNpPABICHHE PUCKAMH B
NesATeIbHOCTH ouca: uaeHTU(DUKAIMS, OLIEHKA 1 MUHUMM3a1us puckoB. [TpaBuia
3alUThl KOH(PHUIEHIIMANBHON CIykeOHOM MHpopmanmu (KoMMepueckas TaiHa,
nepcoHanbHble AaHHble). ObecrieyeHrne WHGOPMAIMOHHON O€30MacHOCTH IpH
paboTe ¢ KOMIIBIOTEPOM, O(HUCHBIM TNaKkeToM U ceTsaMu. [lmanupoBaHue
HernpepbiBHOCTU AesitenbHOCcTH (BCP): neiicTBust B 4pe3BbIYANHBIX CHUTYaIMSIX
(mokap, TexHoreHHas karacTpoda, kubeparaka). MHCTpykTaku u oOydeHHE
nepcoHajga OCHoBaM Oe3omnacHocTu. Poib oduc-MeHemkepa B 00eCleUeHUU
KOMIUIEKCHOM 0e30macHOoCTU. PerieHrne BOmpocoB 0€30MacHOCTH, HE TPEOYIOIINX
OlepaTUBHOTO ydacTus pykoBoautens. llepemadya mupopmanuu o pucKax H
UHIUICHTaX PYKOBOJUTEIO B CHCTEMAaTU3UPOBAHHOM BHJIE.
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4. Tunsl OLCHOYHBIX MAaTCpHUaJIOB, IIOKA3aTCIIN U KPUTCPUHU OLICHNBAHUA

4.1. Onenounsie w™arepuasnibl 1o aucuumumae b1.B.01.03  Oduc-
MEHEKMEHT BXOJIAT B COCTaB OIEHOYHBIX MaTEPHAIOB MO 0Opa30BaTEILHOM
nporpamme. COBOKYIMHOCTbh OLIEHOYHBIX MaTepHUaioB MO BCEM AMCIHUILUIMHAM
(MoyJisiM) 00pa30BaTeNIbHOM TPOTrPaMMBbl COCTABIISIOT (DOH]] OLIEHOYHBIX CPEJICTB
(maee — DOC). ®OC wucnoyb3yeTcs MpU MPOBEACHUU TEKYIIEro KOHTPOJIS
YCIEBAEMOCTH U MPOMEKYTOYHOM aTTecTallid OOydYarolmuxcsi ¢  LEeJbIo
OTICHUBAHUS JOCTKEHUS 00YyJarONTUMUCS TUIAHUPYEMBIX PE3yJIbTaTOB O0yICHHS.

4.2. ®OC pa3paboTaH Kak KOMIUIEKC MPOBEPOUYHBIX 3aJaHUI Pa3IUYHOTO
TUTIA ¥ YPOBHS CJIOKHOCTH, BKJIIFOYA€T KPUTEPHUH U IIKAJIBI OIECHUBAHUS,  TAKKE
«KITH0YM» MpaBUIbHbIX 0TBETOB. POC popmMupyercs Kak OTIETbHBIN JOKYMEHT U
XpaHUTCS B 3JEKTPOHHOM Buze, noctyn k @OC npenocraBiieH OrpaHUuEHHOMY
KPYTY JIHII.

4.3. Jlnsa caMoCTOATENbHON paboThl OOyYaroUIMXcsl MPU TOJATOTOBKE K
TEKYIEMY KOHTPOJIIO YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTallud B pabOuux
mporpaMmax JUCIUILINH pa3MeIeHbl TUIIOBBIE MPOBEPOUHBIE 3aaHus, KOTOPHIC
MOXHO YCJIIOBHO pa3leUTh Ha 3aJlaHus 3aKPBITOr0, KOMOWHHUPOBAaHHOTO H
OTKPBITOTO THIIOB.

3amaHus 3aKpBITOTO THIA — JTO TECTOBBIC 3aJaHMS, B KOTOPBIX KaKIbIH
BOIIPOC  COTNPOBOKIAETCS TOTOBBIMH BapHMaHTaMH OTBETOB, W3 KOTOPBIX
HE0OXO0MMO BBIOPATh OJWH WM HECKOJILKO MPaBUIIBHBIX.

3amannsi KOMOMHUPOBAHHOTO THUIA — ATO TECTOBBIE 3aJaHUS, B KOTOPHIX
KKl BOTIPOC COMPOBOXKIAETCS TOTOBBIMU BapUaHTaMHU OTBETOB, U3 KOTOPHIX
HEO0OXOIMMO BBIOpATh OJUH WM HECKOJIBKO TPaBUIBHBIX U 00OOCHOBATH CBOM
BBIOOD.

3amaHns OTKPBITOTO THITA — 3TO 3aJaHHS, B KOTOPHIX HA KaXKIbI BOTPOC
JIOJDKEH OBITh MPEJJI0KEH pa3BePHYThII 000CHOBAHHBIN OTBET.

B 3aBucuMocTM OT THIa 3aJaHuS PEKOMEHIOBAHBI OIpEACICHHAS
MOCJIETIOBATEILHOCTD BBHITIOJTHEHHS M CHCTEMa OIICHUBAHUS BHITIOJIHCHUS 38 TaHHH.
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4.4. Tunbl 3a1aHUH, CIIEHAPUU BBITIOJHEHUSI, KpUTEPUU OIICHUBAHUS

TUIT 3AJAHUA NHCTPYKIOUA CIHEHAPUUM BBITOJIHEHU A KPUTEPUUM OLIEHVMBAHN A
3azaHue 3aKpbITOrO [IpounTaiiTe TEKCT, 1.BHMMAaTENbHO NPOYUTATh TEKCT 3aJaHUs U MOHSITH, OTBeT cunTaeTcs BEPHBIM, €CIIU
TUIA C BEIOOPOM BbIOEpUTE YTO B KAYE€CTBE OTBETA 0XKUIAECTCA TOJIBKO OIUH U3 MPaBUIIBHO yKa3aHa [udpa wiu

OJIHOTO MPABUIBHOTO
OTBETa U3 HECKOJIbKHUX
BapHaHTOB
MPEAJIOAKEHHBIX

MPaBUIbHBINA OTBET

IIPEUI0KEHHBIX BAPUAHTOB.

2. BHUMaTenpHO MPOUYUTATh NPEAIOKEHHBIE
BapHUaHThI OTBETA.

3. BeiOpaTh OJJH BEPHBIIl OTBET.

4. 3anucartb TOIBKO HOMEp (Wi OyKBY) BEIOpaHHOTO
BapHaHTa OTBeTa (Hanpumep, 3 wiu B).

OykBa

3azaHue 3aKpbITOrO
TUIIA HA yCTaHOB.HeHI/Ie
COOTBETCTBUS

[IpounTaiite TEKCT U
YCTaHOBUTE
COOTBETCTBHUE

1.BHUMaTenbHO MPOYUTATh TEKCT 3a/1aHUs U MIOHSATH,
YTO B KQUECTBE OTBETA OXKUJAIOTCS MMApPhI 3JIEMEHTOB.
2. BuumarensHO povYuTaTh 00a CIIUCKA: CITUCOK 1 —
BONIPOCHI, yTBEPKACHUS, (DAKTHI, TOHATUS U T.1.;
CITUCOK 2 — yTBEPKJICHUsI, CBOMCTBA OOBEKTOB U T.JI.
3. ComocTaBUTh 3JIEMEHTHI CIUCKa 1 ¢ 3eMeHTaMu
crncka 2, chopMUPOBATH MaPhl AIEMEHTOB.

4. 3anucatpb nomnapHo OyKBbI U U(PHI (B
3aBHCHMOCTH OT 3aJ]aHMsl) BADMAHTOB OTBETA
(manpumep, Al nnu b4).

OTBeT cunTaeTcss BEPHBIM, €CITH
MPABWJIBHO YKa3aHbI HU(PHI WIH
OYKBBI

3azaHue 3aKpbITOrO
THUIIA C BBIOOpOM
HECKOJIbKMX
HpaBI/IJ'IBHBIX OTBETOB
W3 HECKOJIbKUX
BapHaHTOB
MIPEAJIOKEHHBIX

[IpounTaiiTe TEKCT,
BbIOEpUTE
MIPaBWJIbHbBIE OTBETHI

1.BHUMAaTENBbHO MPOYHUTATh TEKCT 33/1aHUS U TTOHATH,
YTO B KAUECTBE OTBETA OXKHJIACTCA HECKOIBKO
NPaBWIBHBIX OTBETOB M3 MIPEJIOKECHHBIX BapUAHTOB.
2. BHUMaTenbHO MPOYUTATh MPEIOKEHHBIC
BapUaHT-THI OTBETA.

3. BeIOpaTh HECKOJIBKO MPABUIIBHBIX OTBETOB.

4. 3amucarth TOJIBKO HOMepa (W1 OyKBBI)
BBIOpaHHOTO BapHaHTa OTBeTa (Harpumep, | 4 numn A

N).

OTBeT cunTaeTCs BEPHBIM, €CIIH
NPaBUJILHO YCTaHOBIICHBI BCE
COOTBETCTBUS (TIO3UINH U3
OJTHOT'O CTOJIOIa BEPHO
COIIOCTABJICHBI C MTO3UIUIMH
JPYTroro)

3ajaHue 3aKpbITOrO
THIIA HA YCTAaHOBJICHUE

[IpounTaiite TeKCT U
YCTaHOBUTE

1. BaumaTenbHo NpoYrUTaTh TCKCT 3aJaHUS U
IIOHATH, YTO B KAYCCTBC OTBETA OXKHNIACTCA

OTBeT cuuTaeTcsi BEpHbIM, €Clin
MPaBWJIbHO YKa3aHa BCs
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IOCICa0BATCIBHOCTHU

OoCICa10BAaTCIbHOCTD

IIOCIICA0BATCIIbHOCTD 2JIEMCHTOB.

2. BHUMAaTeNbHO MPOYUTATh MPEITTOKEHHbBIC
BapHUaHTbI OTBCTA.

3. IlocTpouTth BEpHYIO MOCIEIOBATEIHHOCTD U3
NPpCAJIOKCHHBIX 3JICMCHTOB.

4. 3anucatb OyKBBI/IIUQPHI (B 3aBUCUMOCTH OT
3aJlaHus1) BApUAHTOB OTBETA B HYKHOU
nocienoBareabHOCTH (Hanpumep, BBA nmm 135).

MOCTIeI0BATENbHOCTD LU(D

3anganue
KOMOWHHMPOBAHHOTO
THUIIA C BBIOOpOM
OJTHOT'O TIPaBUIIBHOTO
OTBETA U3
MPEUIOKEHHBIX U
000CHOBaHKEM BBIOOpA

[IpounTaiite TEKCT,
BBIOEpHTE
IIPaBUJILHBIN OTBET U
3aMUIINATE
apryMEHTHI,
000CHOBBIBAIOIIINE
BBIOOp OTBETa

1.BHUMaTenbHO IPOYNTATh TEKCT 3alaHUsI U TIOHSTH,
YTO B KaYECTBE OTBETA OKUAAECTCS TOJIBKO OJIUH U3
MIPEUIOKEHHBIX BAPHAHTOB.

2. BHUMAaTEeNbHO MPOYUTATh MPEITIOKEHHbBIE
BapHUaHTHI OTBETA.

3. BeiOpaTh 0JIvH BEpHBII OTBET.

4. 3anucatb TOJIBKO HOMEp (MK OYKBY) BEIOPAHHOTO
BapHaHTa OTBETA.

5. 3anucarpb apryMeHTHI, 000CHOBBIBAIOIIME BEIOOD
oTBeTa (Hampumep, 4 TEKCT 000CHOBaHUS).

OTBeT cunTaeTcs BEPHbBIM, €CITU
NpPaBWIFHO yKa3aHa udpa nin
OyKBa M NPUBEICHBI
KOPPEKTHBIC apTyMEHTHI,
UCTIOJIb3yEMBbIE TIPU BBIOOpE
OTBETa

3ajaHue OTKPHITOTO
THIIA C Pa3BEPHYTHIM
OTBETOM

[IpounTaiite TeKCT U
3aMUIINATE
pa3BEpHYTHIN
000CHOBaHHBII OTBET

1. BuuMarenbHO NPOYUTATH TEKCT 33/IaHUSI U TTOHSATh
CyTh BOIIpOCa.

2.IIpoaymats JIOTUKY ¥ OJHOTY OTBETA.

3.3anucaTh OTBET, HCIOJIb3YS YETKUE KOMIIAKTHBIC
(bOpMYITHPOBKH.

4.B ciyyae pac4eTHOM 3a/1auu, 3aMUCaTh PEIICHUE U
OTBET

OTBeT cunTaeTcs BCPHLBIM:
1. OrcyTrcTBHE (PaKTUUECKHX
OIIMOOK.

2. PackpeiTHe 00bemMa
HCIOJIb3YCMbIX HOHATHHU
(mosHOTa OTBETA).
3.000CHOBaHHOCTH OTBETA
(HayIMYMe apryMEHTOB).

4. Jlornueckas
MOCJIEI0BATEIHLHOCTD
M3JIaraeéMoro MaTepuaia.
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4.5. OOmas

IIKajga OICHUBAHUS PE3yJIbTaTOB
YCIIEBAaGMOCTH W TMPOMEKYTOYHOH aTTecTaluu oOydaromuxcs ¢ nmpumeHeHueM BPC
Honenkoro ¢punuana PAHXul C.

TEKYIICTO KOHTPOJIA

HrTorosas ECTS

oa/LILbHAA Tpa bunapnas HAnst Tpanu-
p JUIIHOHHAA CUCTEMA CHCTEMA WHOHHOI Z[mclnﬁcl:]::ll]):lmﬁ

OIICHKAa cHCTeMbI
90-100 OTiIn4yHO A P/ Passed
80-89 B P/ Passed

3auTeHo
75-79 Xopotiio C | P/Passed
70-74 VY IOBJIETBOPUTEIILHO B P/ Passed
60-69 4 p E P/ Passed
0-59 HeynoBneTBopuTENIbHO He 3aureno F F/Failed
CooTHomieHne  OauIoB 32 TEKYIMMA  KOHTPOJb  YCIIEBAEMOCTHU

MPOMEKYTOUHYIO aTTECTAIMIO, a TAKKE MMOBTOPHYIO MIPOMEKYTOUHYIO aTTECTAIUIO:

MaxkcumanbHas MakcumanbHasg | MakcuMasbHas MaxkcuMasbHas
cymMMa 0ajuioB 32 | cymma OaJlioB 3a UTOrOBast cyMMa 0asuioB 3a
TEKYILIUN MIPOMEKYTOUHYIO OayIbHAs MIOBTOPHYIO
KOHTPOJIb aTTECTaIHIO OIICHKA MIPOMEKYTOUHYIO
YCIEBAEMOCTH aTTeCTaLMIO
100 6amioB 100 6amioB 100 ©Oamnos 100 GamioB
5. @DopMBbI ATTECTAIIMH, TUTIOBBIE OLIEHOYHbIE MATEPHUAJIbI /I

TeKYLero KOHTPOJIsl YCIIeBAeMOCTH 00y4aloUXCs, KPUTEPUH U IIKAJIbI

OLCHMBAHMA 110 KOHTPOJBbHBIM TOYKaM

5.1. B xoge peamuzauuu aucuuminHsl b1.B.01.03 Oduc-menemxmenT

HCIIOJIB3YIOTCA

clenyrolmue

bopMbI

TEKYIIEero

KOHTPOJIS

yCIIEBAEMOCTH

oOyyJarornuxcst (B TOM YHCIIe, KOHTPOJBHBIC 3aJJaHus TI0 pa3ieiam):

AOKJIad, OImpoC, TCCTUPOBAHHUEC, KOHTPOJBbHOC 3a/laHHC.

YO — ycTHBI 0o11poc;

T3 — TecToBOE 3amanmue;

K3 — koHTpOJIbHBIE 3a1aHUS;
I13 — npakTHUecKoe 3aHATHE;

J — noxnan;

KT — xoHTpoJIbHBIE 3aJJaHUs 10 pa3Aeiy.
Cuctema OlICHMBaHUS 3HAHHH 1O BUJIaM YYeOHOU ACATEIHHOCTH
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Kputepuu onennBanus onpoca:

banrsl

Onucanue Kpurepust

OO0yJaromuiicss MOJHO U3JIaraeT MaTepual (0OTBe4aeT Ha BOMPOC), aeT
IMPaBUJIbBHOC OMpCACIICHUC OCHOBHBIX HOHHTI/II\/'I; OGH&py)KHBaeT
MOHWMaHHE MaTepralia, MOXKeT 000CHOBATh CBOU CYKICHHUS, TPUMEHUTH
BHAHUSA HA MPAKTUKC, TPUBECTU HGO6XO,Z[I/IMBIG MMPUMCEPLI HC TOJIBKO W3
y4eOHHMKA, HO U CaMOCTOSITEIbHO COCTaBJICHHBIC, M3JIaraeT MaTepuall
[1OCIEA0BATEIbHO U IPABUIBHO C TOYKU 3PEHUS HOPM JIMTEPATYPHOIO
SI3BIKA.

OOyuaromuiicss 1aeT OTBET, YAOBJICTBOPSIOUINMA TEM K€ TPEOOBaHHSIM,
YTO U TSl OLIEHKU «OTIMYHO», HO IOMTyCcKaeT 1—2 ommOKu, KOTOphIE caM
PKC HCIIPABJIACT, U 1-2 HEeao4dYcTa B MOCICA0OBATCIIBHOCTHU U A3BIKOBOM|
0(OPMIIEHUH H3JIaraeMoro.

OOyuatonuiics oOHapyKMBaeT 3HAHWE M IOHMMAaHHE OCHOBHBIX
MOJIOKEHUH TAHHOM TEMBI, HO U3JI1araeT MaTepHUasl HEMOJIHO U JIOMTYCKaeT|
HETOYHOCTH B ONPEACICHUN MOHATUH MM (OPMYJIMPOBKE MPABUI; HE
YMEET JOCTaTOYHO TJIyOOKO U J0Ka3aTeIbHO OOOCHOBAaThH CBOH
Cy)K,Z[GHI/I}I nu HpI/IBeCTI/I CBOHU HpI/IMepBI; n3jaracrt MaTepI/IaJI
HETIOCJICI0BATEIBHO U JIONYCKAeT OIMIMOKH B SI3BIKOBOM O(OpMIICHUH|
M371araeMoro.

OO0yJarommiicss 0OHapyKMBAaeT HE3HAHUE BOIPOCA, JOMYCKAET OIIMOKY
B (OPMYIUPOBKE OMPEICIICHUH W TMPaBHI, MCKAKAIOIUE WX CMBICI,

OecropsiIOYHO M HEYBEPEHHO M3JIaracT MaTepHuall.

Kpurepuu onieHMBaHMsI TOKIa1a:

Kpurepuu oneHku

Jlnamna3oH 6ayijioB Onucanue Kpurepust

Conepxanue 1
PaCKpBITHE TEMBI

1

JTANOB C KOHKPETHBIMU IIPUMEPAMHU

['pamMOTHOCTH 1 Co0mroieHbI BCe TIpaBuiia rpaMMaTrKH, opdorpaduun
HA3JIOKEHUS U YHKTYaIluu

EauHbIN CTHIIE U3JI0KEHUS, TOYHBIE (OPMYIUPOBKU
CtuiucTuka 1 A ’ (bopmy:up ’

Jloruka u3noxeHus

APTYMCHTBI NOATBCPKAAIOT BEIBOIBI

OpUTrHHAIBHOCTh

Mo3unus aBTopa

HToro MmakcuManbHO: 4

Kpurepuu onieHMBaHMsI TECTOBBIX 3aaHUM:

Babt Onucanue KpuTepus

4 Ceoimie  80%  mpaBunbHBIX(OOYUYAIOMUNCS JIEMOHCTPUPYET TIIyOOKOE
OTBETOB. MO3HAHHE B OCBOCHHOM MaTepuaJie.

3 Ceoiie  70%  mpaBuiIbHBIX[OOyUYaIOIIIMCS Marepuan OCBOCH
OTBETOB. MOJIHOCTHIO, 0€3 CYIIECTBEHHBIX OLIHOOK.
Ceoie  50%  mpaBuiabHBIX(OOydarOMMCS ~ MaTepual  OCBOEH  HE

2 OTBETOB. MOJIHOCTHIO, UMEIOTCS 3HAYUTENbHbIE

npoOEeIbl B 3HAHUSIX.
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ﬂeTaJ'IBHOC, noCJICA0OBATCIIBHOC  OIIMCAHHUEC  BCCX

YMECTHOE MCIOJIb30BaHUE TEPMUHOB, JTAKOHUYHOCTD
Yérkas M0CJIEI0BATEIBHOCTD U3JI0KEHHUS,
0,5 JOTUYECKHE CBSA3M MEXKIY 4YacTAMU  TEKCTa,

VYHUKQJIBHBI TOAXOA K TEME, HECTaHIAPTHBIC
0,5 pelieHus, WHHOBAIIMOHHBIE WJEH, COOCTBEHHAs




Menee  50%  npaBunbHBIX(OOyUarOIUMCs MaTepual He OCBOEH, 3HAHUS]
OTBETOB. o0yyaromerocsi Huxe 6a30BOro ypoBHS.

Kputepuu oneHnBaHUsI KOHTPOJIbHBIX 3aJaHUIA:

basibl Onucanue KpuTepusl

4 OO0y4armumMcs 3aJjaHre BBITIOJIHEHO 0€3 OMMOOK 1 B IMOJTHOM O00BEME.

O6yanOH_II/IMC}I B IOCJIOM 3aAaHHMC BBIIIOJIHCHO, UMCIOTCA OTACJIBHBIC

3 HETOYHOCTH WJIM HEJAOCTATOYHO MOJTHBIC OTBETHI, HE COACPIKAIINE OMHNOOK.

) OOy4aromumcsl TONMYIIEHBl OTIENbHBIC OIMUOKH TPH BBHITOJHEHUN
3aaHus

0-1 VY oO0y4armerocss OTCyTCTBYIOT OTBETHI Ha OOJBIIMHCTBO BOIPOCOB

3aa4u, 3aJaHMC HC BLIITOJHCHO MJIM BBIMIOJHCHO HC BCPHO.

5.2. TunoBble OLIEHOYHbICE MAaTEpUabl Uil TEKYUIEro KOHTPOJS YCIEBAEMOCTH
oOyyaronuxcs (BHE KOHTPOJIS 3HAHHH 110 pa3eny):

Paspnean 1.
Tema 1.1. O¢duc B coBpeMeHHOH cHUCTeMe YIIPAaBJICHUSI MAJIbIM OU3HECOM.
I1K-3.2.
TecroBble 3a1aHUA:
Tecr 1.

BHuMarenbHO NMpouyuTaTh TEKCT 3aJaHUsl U MOHATh, YTO B KAaYECTBE OTBETA
OKUJAETCsI TOJIBKO OJIMH U3 MPEJIOKEHHBIX BAPUAHTOB.

BuumartenbHO MpOYUTATh MPEAIoKEHHbIE BAPHAHTHI OTBETA.

Br16path o1uH BepHBIil OTBET.

3anucath TOJIbKO OYKBY BRIOPAaHHOTO BapHaHTa OTBETA.

UTo U3 IepeUynCICHHOTO SIBISIETCS IEPBUYHON (YHKIHEH oduca Kak
yIPaBIEHYECKON CTPYKTYPHI?

a) MIPOU3BOJICTBO TOBAPHOM MPOAYKIIHH;

0) nuadopmamoHHOE 0OeCTIeYeHNE IPUHATHS PEIICHU;

B) COBIT TOTOBOM MPOTYKITUU HA BHEITHUX PHIHKAX;

I') BeJieHHEe OyXrajaTepcKoro yuera.

Tect 2.

BaumarensHo IpOYUTATh TCKCT 3aJJaHU U IIOHATH, YTO B KA4CCTBC OTBCTA
0K AACTCs HECCKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 IMMPCIJIOKCHHBIX BAPUAHTOB.

BauMarenbsHO poyuTaTh MPEIOKEHHBIE BADUAHTHI OTBETA.
Br10paTh HECKOIBKO IPABHIIBHBIX OTBETOB.

3anucath TOIBKO OYKBBI BRIOPAHHBIX BAPUAHTOB OTBETA.
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Kakwue 3amaum pemaer opuc-MeHeKep B paMKax aIMUHUCTPUPOBAHUS?
a) opraHu3aIus JOKyMEHTO000pOTa;

0) pa3paboTKa CTpaTeruu pa3BUTHS MPEANPUITHUS;

B) KOOpAUHAIIUS paOOThl BCIIOMOTATEIbHBIX CITYXO0;

I') oTpesieNieHue aCCOPTUMEHTHOM MOJIUTUKH;

1) obecnieyeHre NHGOPMAITMOHHON 6€30MaCHOCTH.

Kakune npuHIMIBI OTHOCSTCS K OCHOBaM 3((EeKTUBHOTO aIMUHUCTPUPOBAHNS B
oduce?

a) MEHTpaIN3alus MPUHATHS BCEX PEIICHMUIA,

0) yeTkoe pacnpeeneHre PyHKIIMOHATBHBIX 00sS3aHHOCTEH;

B) CTaHAApTU3AITNS TIPOIEIYP U TIPOIIECCOB;

') UITHOpUPOBaHUE (HOPMATHHBIX KOMMYHUKAIIHIA;

1) CHCTEMHBIN KOHTPOJIb UCIIOJIHEHUS TTOPYUEHUH.

Tect 3.

BHumarensHO IMPOYUTATh TCKCT 3aJaH1A U IIOHATH, YTO B KAYCCTBC OTBCTA
OXMNOAaCTCA IOCIACAOBATCIBHOCTS 3JICMCHTOB.

BHumarensHO IMPpOYUTATh MMPCAIIOKCHHBIC BAPpHAHTBI OTBETA.
HOCTpOI/ITI: BCPHYIO ITOCIICAOBATCIbHOCTD U3 IMMPCIJIOKCHHBIX 3JICMCHTOB.
3anucaTth 6y1(BbI BAapUaHTOB OTBCTOB B HY)KHOﬁ IIOCJICA0BATCIIbHOCTH.

OnpenenuTe MOCIECIOBATEIHPHOCTD ATANIOB 00PAOOTKHM BXOAIIETO JOKYMEHTA B
oduce:

a) perucTpaius TOKyMEHTa B )KypHaJie BXOISAIIEH KOPPECIIOHACHITUY;

0) nmepeiaya JOKYMEHTA Ha UCIIOJIHEHUE OTBETCTBEHHOMY JIHILY;

B) IPHEM | MPOBEPKA IIEJIOCTHOCTH TOKYMEHTA;

') PACCMOTPEHHE TOKYMEHTa PYKOBOJIUTEIEM M HAIO)KEHHUE PE30JTIOIIHH;

1) KOHTPOJIb UCTIOJTHEHUS 1 TIOJIIITMBKA B JEIIO.

YcTaHoBHTE IPABUIIbHYIO TIOCTIEIOBATENBHOCTh IEHCTBUI TIPU OpraHU3aIIH
COBCIIAHUS:

a) COCTaBIICHUE TIOBECTKH JTHS;

0) OIOBEIIICHNE YUaCTHUKOB;

B) OIpe/IeTICHHE 1IN U 3a/1a4 COBEIIaHMS,

T') MOATOTOBKA Pa3/IaTOYHBIX MATEPUATIOB;

1) COCTaBJICHHE MPOTOKOJIA 10 UTOTaM COBEIIAHMS.

OKJaJI:
[TonroroBka goknanoB «Oduc-MeHEeHKMEHT.
[lecTs TPyNmoBBIX AOKIAAOB C OOCYXIEHHUEM CYLIHOCTH, LIeJIeH M 3amay
aHalnM3a XO3SWUCTBEHHOM JEATENbHOCTH, HH(POPMAIIMOHHOTO OOeCHedeHus
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aHATTMTUYECKOW PabOThI, a TaKKe COBPEMEHHBIX METOJOB cOopa U 00paboTKu
uHpopManuu a1 OPMHUPOBAHNUS JOCTOBEPHOM aHATUTUYECKOM 0a3bl.
Temartuka 10K1a/10B:

Metoanyeckre peKOMEHAAINH 110 TOATOTOBKE JAOKIa/1a.

[TonrotoBka  jmokjiaza  crmocoOCTBYeT — (JOPMHPOBAHUIO  HABBIKOB
UCCIIEIOBATENLCKOM pabOThl, pacIIUpseT MO3HaBaTelIbHbIE WHTEPECHI, MpHUydaeT
KPUTHYECKH MBICTHTh. [Ipy HamMcaHuU JOKIIaaa 1O 3a/J1aHHOW TeMe COCTABIISIETCS
IUTaH, MOJOUPAIOTCS OCHOBHBIE UCTOYHHUKHU. B mporecce paboThl ¢ HCTOUHUKAMH,
CUCTEeMATU3UPYIOT MOJTyUYEHHbIE CBEACHHUSI, IEIal0T BHIBOJIBI M 0000IIECHNUS.

[TogrotoBka  gokmama  TpeObyer  oT  oOydwaromierocs  OOJIBIIONM
CaMOCTOSITEIBHOCTU U CEPhe3HOW MHTEIUICKTYAIbHOW pabOThl, KOTOpask MPUHECET
HauOOJIBIYIO MOJIb3Y, €CIH OyAET BKIYATh C ce0s CIeAYIOLIUE ATAIbl: U3YyUeHHE
Hanbosee BAXKHBIX HAYYHBIX pabOT MO JaHHOW TeMe, MepeueHb KOTOPhIX aeT caM
IpenoAaBaTelb; aHAU3 U3yYeHHOTO MaTepHalia, BblJelieHne Hanboliee 3HAaUNMBbIX
JUIsSL PACKpBITHS TeMbl (DAKTOB, MHEHUN Pa3HBIX YUYCHBIX U HAYYHBIX IMOJIOKCHU,
000011IeHHE U JIOTHYECKOE MOCTPOCHUE MaTepHuasa JI0KJIaja, Hampumep, B popme
pa3BepHYTOTO IJlaHa, HAMMCAHHWE TEKCTa JOKJIaga ¢ COONoJeHuEM TpeOOoBaHMIA
HAy4YHOTO CTHUJIS.

[TocTpoeHue noKIaaa BKIIFOYAET TPH YACTU: BCTYIICHHUE, OCHOBHYIO YacTh U
3aKiIfoYeHne. Bo BCTyMJIEHMM YKa3bIBaeTCsl TeMa JIOKJIaJa, yCTaHABIMBAETCS
JIOTHYECKas CBSA3b €€ C IPYTMMH TeMaMH WM MECTO pacCMaTpUBaeMOU MpOOIeMbI
cpedau Ipyrux mpoOieM, Jaercss KpaTkuidk 0030p MCTOYHHMKOB, Ha MaTepuaie
KOTOPBIX pacKpbiBaeTcsi TeMa u T. 1. OCHOBHas 4acTh JOJDKHA MMETh YETKOE
JOTMYECKOE TIOCTPOCHHE, B HEW MOIDKHA OBITh pacKpeiTa Tema Aokiana. B
3aKIIIOYCHUH  OOBIYHO  TOABOASTCA  UTOTH,  (OPMYJIHPYIOTCS  BBIBOBI,
MOTYEPKUBACTCS 3HAUEHUE PACCMOTPEHHOM MPOOIEMBI | T. 1.

Tema 1.2. Knaccudpuxkanus odpucon ajs masuoro ousneca. I1K-3.2.

TecToBBIC 3a0aHUS:

Tect 1.

BaumarensHo IpOYUTATh TCKCT 3aJlaHUs U IIOHATH, YTO B KA4CCTBC OTBCTA
0K AACTCA TOJBbKO OJAWH U3 IPCAJIOKCHHBIX BAPHUAHTOB.

BuumartenbHO MpOYUTATh MPEAIoKEHHbIE BAPHAHTHI OTBETA.
Bri6path oiuH BEpHBIil OTBET.
3anucath TOIbKO OYKBY BRIOPDAHHOTO BapHaHTa OTBETA.

Urto xapakTepu3yeT KOHIETIHIO «OTKphIToro odrca» (Open space)?
a) HaJM4YMe OTJCIBHBIX KAOWHETOB JIJISl KAXKIOTO COTPYIHHUKA;
0) enuHOE paboyee MPOCTPAHCTBO 0€3 KAUTAIBHBIX MTEPErOPOIOK;
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B) IMoJiHasg yAaJICHHAasA 3aHATOCTb BCCX COTPYAHHUKOB,
F) HCITOJIb30BAHHUEC UCKIIIOYHUTCIBHO 6yMa}KHOFO I[OKYMCHTOO60pOTa.

Kakoii Tun ouca npeanonaraet BpeMEeHHOE UCTIOIh30BaHUE pab0vero
MIPOCTPAHCTBA Pa3HBIMU COTPYIHUKAMHU?

a) KOBOPKUHT;

0) crarimoHapHbBINA 0UC;

B) OnK-0(wC;

r) ppoHT-0PHUC.

Tect 2.

BaumarensHo IpOYUTATh TCKCT 3aJJlaHU U IIOHATH, YTO B KA4CCTBC OTBCTA

0K AACTCs HECCKOJIBKO IMPAaBUJIBHBIX OTBCTOB U3 IMPCJIOKCHHBIX BAPUAHTOB.

BaumarensHo MMPpOIUTATh MPCIAJIOKCHHBIC BAPUAHTBI OTBCTA.
BI)I6paTI> HECKOJIBKO IMTPaBUJIbHBIX OTBCTOB.
3amnucaTth TOJBKO 6YKBI>I BBI6paHHI>IX BAapHUAaHTOB OTBCTA.

Kakoe o6opyaoBaHre OTHOCUTCSI K OCHOBHBIM CPEJICTBAM OPTTEXHUKHU B
CcOBpeMeHHOM oduce?

a) MHOTO(DYHKITMOHAJILHOE YCTPOUCTBO (MDY);

0) MPOMBIIIUICHHBIN CTAaHOK;

B) MPOEKTOP JJIs IPE3CHTALNN;

I') KOHBEWepHas JIeHTa;

1) CepBep ISl XpaHEHUS JaHHBIX.

Kakue tpeOoBaHUs NPEABIBISIOTCS K OpraHU3aluyl padodyero Mecra ¢
KOMITBIOTEPOM?

a) ONTHMAJIbHOE PACCTOSHUE JI0 IKpaHa MOHHUTOPA;

0) HaJIM4YKEe 3aTEMHEHHBIX OKOH;

B) peryjaupyemasi 1o BbICOTe paboyasi IOBEPXHOCTD;

I') e)KeyacHasi CMCHa COTPY/IHHKa,

1) IpaBUJIbHAS 11032 (YroJ1 HAKJIOHA CITMHBI, ITOJIOKEHHE PYK).

Tect 3.

BaumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
OXMNOAaCTCA IOCIACAOBATCIBHOCTS 3JICMCHTOB.

BaumarensHo MMPpOIUTATh MPCAJIOKCHHBIC BAPUAHTBI OTBCTA.
HOCTpOI/ITL BCPHYIO ITOCJICJOBATCIBHOCTD U3 ITPCIOKCHHBIX 3JICMCHTOB.

3anucaTth 6y1(BbI BAapHUAaHTOB OTBCTOB B HY)KHOﬁ IIOoCJIACA0BAaTCIIbHOCTH.
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Omnpenenurte NoCIeA0BATENBHOCTD ICUCTBUN IPHU HACTPOIKe pabodero Mecrta
HOBOTO COTPY/IHUKA:

a) BbIJaua KIH0YEeH U DJIIEKTPOHHOTO MPOITYCKa;

0) nmpoBepka paboTOCIIOCOOHOCTH OPITEXHUKH;

B) Ha3HAUYCHHE PabOUero MecTa U 3aKperyieHre 000PyI0BaHHS,

T') YCTaHOBKA HEOOXOUMOTO TIPOTPAMMHOTO 00ECTICUCHHUS;

1) TOJKITFOUEHNE K KOPITOPATUBHOM CETU U OOIIIUM pPECypCaM.

KoHTponpHbIE 3a1aHUS:

3amanue 1.

[lepeuncnure HEe MEHEe TISATH KPUTEPHUEB I BIOOpA THTIA O(PUCHOTO TTOMEIIICHHUS

(cTamMoOHapHBIN, OTKPBHITHINA, KOBOPKUHT) JIJIsl KOMIIaHWH, paboTarorieit B chepe
IT-pa3paboTok. KpaTko 060cHY#Te KaKIblii KpUTEPUIA C TOUKU 3PEHUS
3¢ (HEKTUBHOCTH aIMUHUCTPUPOBAHUS.

3amanue 2.

CocraBbTe nepeyeHb He00X0IMMOro 0(UCHOTO 000PYIOBAHUS U TPOTPAMMHOTO
obecrieueHus Jyisl BHOBb CO37[aBaeMOro oguca KOMIaHuu Ha 15 yenosex,
3aHUMAIOIIENCs KOHCAITUHTOBBIMU yciryramu. Pacnipenenurte o0opyoBaHue 10
KaTeropusimM (CpeCcTBa BEIYMCIUTEILHON TEXHUKH, CPEJICTBA NTEYaTH U
KOIKUPOBAHUS, CPEACTBA CBSI3U U MPE3CHTALINN ).

Tema 1.3. Onpenesienue 3pronoMuxu opucHoro npocrpancraea. INK-3.2.

TecToBBIE 3a1aHUS:

Tect 1.

BaumarensHo IpOYUTATh TCKCT 3aJlaHU U IIOHATH, YTO B KA4CCTBC OTBCTA
0K AACTCA TOJBKO OJAWH U3 IPCAJIOKCHHBIX BAPHUAHTOB.

BHuMaTenbHO NpoYUTaTh MPEIIOAKEHHBIE BAPUAHTHI OTBETA.
BriOpaTh oMH BepHBIN OTBET.
3anucaTh TOJIBKO OYKBY BRIOpDAHHOTO BapHaHTa OTBETA.

Uro n3ydaer 3proHOMHKa IPUMEHUTETBHO K OPUCHOH cpene?

a) FOPUANYECKHUE aCTIEKThI TPYIOBBIX OTHOIICHUH;

0) ONTUMHU3AINIO B3aUMOICHCTBHUS YEJIOBEKA M TEXHUKH JJIs1 TTOBBIIIICHHSI
3 PeKTUBHOCTH 1 OE30MACHOCTH;

B) OyXTaJITEePCKUN y4€T OCHOBHBIX CPEJICTB;

') MAPKETHUHTOBBIE CTPATETUU TTPOJIBIKEHUS TOBAPOB.
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Kakas nuBeroBas raMmma HanOoJiee MpeAnoYTUTENbHA JIJIsl CTEH B OPUCHOM
MOMEIICHUH C TOYKU 3PEHUS SPTOHOMUKU?

a) SIPKO-KpacHas U OpaHKeBasi;

0) yepHas U TEMHO-KOPUYHEBAS,

B) CBETJIbIC, ACTEIbHbIC, HEUTPAIbHBIC TOHA;

') KACIIOTHO-3€JIEHbII U HEOHOBBIIA.

Tect 2.

BraumarensHo IpOYUTATh TCKCT 3aJJlaHUA U IIOHATH, YTO B KA4CCTBC OTBCTA
0K AACTCs HECCKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 IMPCJIOKCHHBIX BAPUAHTOB.

BauMmarensHO poyuTaTh MPEIoKEHHbIE BADUAHTHI OTBETA.
Br16paTh HECKOIBKO IPABHIIBHBIX OTBETOB.
3anucath TOIBKO OYKBBI BEIOPAHHBIX BAPUAHTOB OTBETA.

Kakue napameTpbl MUKpOKIMMAaTa ouca peryJupyroTcs CAHUTapHBIMU HOPMaMu
Y NpaBujaMu?

a) TeMIeparypa Bo3ayxa;

0) OTHOCHUTENbHAS BJIAXXHOCTh BO3AYXa;

B) KOJIMYECTBO KOMHATHBIX PACTEHU;

') YPOBEHb IIIyMa;

1) KOJIMYECTBO COTPYIHUKOB B KOMHATE OT/IbIXA.

Kakue Mepbl OTHOCSTCSI K 9pTOHOMHYECKOW OpraHu3aIii padodero Mecta
nonb3oBatess [TK?

a) UCIOJIb30BAHUE CTOJIAa C PErYJIMPYEMOM BBICOTOI;

0) ycTaHOBKa MOHUTOpPA HA YPOBHE TJia3;

B) PaCIIOJIOKEHHE CUCTEMHOT0 0JI0Ka Ha MOJTy 0T CTOJIOM;

') UCIIOJIb30BAHUE KOBPHUKA JJIsI MBIIIIH C 3aMSICTHBIM BaJTUKOM,;

1) eKeJTHEBHASI BIA)KHAsI yOOpPKa MOMEIIEHUSI.

KoHTposbHbIE 3a/1aHUS:
3amanue 1.

[Ipoananu3upyiiTe TUITOBYIO TJIAHUPOBKY oduca u3 kKabuMHETOB (110 2-3 YesioBeKa)
U TIPEJIOKHUTE HE MEHEE TPEX IPrOHOMHUYECKUX YITyUIICHUH TSI TOBBIICHUS
MIPOM3BOIUTEILHOCTH TPyJa COTPYAHUKOB. OOOCHYITE KaXK10€ MPEITI0KEHHE.

3amanue 2.

CocTaBbTe MaMSTKY JIJIsl COTPYAHUKOB oduca « 10 mpaBuil 5)proHOMUKH pabodero
MecCTa 3a KOMIIBIOTEPOM», BKJIFOYAIOIYO TPEOOBAaHUS K MOJOKEHUIO Tela,
pacmoIoKeHN0 000pyI0BaHUS M OPTaHU3alUN Pabouero BpEMEHH.
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Paznen 2.

Tema 2.1. UudpopmanmoHHoe U JOKYMEHTAIMOHHOE o0ecriedeHue ouca.
IIK-3.2.

TecToBBIC 3a0aHUS:

Tect 1.

BraumarensHo IpOYUTATh TCKCT 3aJlaHU U IIOHATH, YTO B KA4CCTBC OTBCTA
0K AACTCA TOJBbKO OJAWH U3 MPCAJIOKCHHBIX BAPHUAHTOB.

BuumarenbHO MpOYUTATh MPEAIoKEHHbIE BAPUAHTHI OTBETA.
Bri6path oiuH BepHBIil OTBET.
3anucath TOIBKO OYKBY BRIOPAHHOTO BapHaHTa OTBETA.

UTo nmoHUMaeTCs o1 HOMEHKJIATYpOU JIeNl B OpraHu3auu’?

a) nepevyeHb JOHKHOCTEH COTPYAHUKOB;

0) cucTeMaTU3MPOBAHHBIN NIEPEUEHb 3ar0JI0BKOB J€JI, 3aBOJIUMBIX B OPraHU3aIUU;
B) CIIMCOK BHEIIIHUX KOHTPAre€HTOB;

I') KaJICHJIaph COBEIIAHUI Ha TO/I.

Kaxoil 1okyMeHT peraaMeHTUPYET MOPsIIOK padoThl ¢ KOH(MUIECHIIUATBLHOM
uHdopmalmei B opraHuzaium?

a) IITATHOE PaCIHUCaHUE;

0) MOJ0KEHUE O KOMMEPUYECKOU TalHE;

B) KOJUIEKTUBHBIN JOTOBOD;

r) rpaduK OTITYCKOB.

Tect 2.

BaumarensHo MMPOIUTATh TCKCT 3aJaHUsl U IMOHATDH, YTO B KAYCCTBC OTBCTA
0K AACTCs HECKOJIBKO ITPAaBUJIbHBIX OTBCTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BHumarensHO IMPpOYUTATh MMPCAIIOKCHHBIC BAPpHAHTBI OTBETA.
BI)I6paTI> HECKOJIBKO IMTPaBUJIbHBIX OTBCTOB.
3anucaTth TOJBKO 6YKBLI BBI6paHHLIX BAapHUAaHTOB OTBCTA.

Kakue 10KyMeHTbl OTHOCATCS K OPraHU3alMOHHO-PACTIOPSIUTEIbHBIM?
a) ycTaB OpraHu3alluu;

0) nmpukas o rmpueMe Ha padoTy;

B) TUCHEMO-TIPUTJIAIIICHHUE TTAPTHEPA,;

T') IOJDKHOCTHASI MHCTPYKITHUS;

1) OTYET O KOMAaHJAUPOBKE.
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Kakwue crmocoOsI 3amuThl KOHGUASHITMATEHON HHPOPMAIIMK UCTIOIB3YIOTCS MTPH
OpTraHMU3aI|H JIEKTPOHHOTO TOKYMEHTO000poTa?

a) pa3rpaHUYeHHE MTPaB IOCTYIIA;

0) nyOnrpoBaHue BCeX JOKYMEHTOB Ha Oymare;

B) mudpoBaHue JaHHBIX;

T') UCTIOJIb30BAHNE DJICKTPOHHON TTO/IMHCH;

1) pa3MeNIeHNe BCEX TOKYMEHTOB B OTKPBITOM JIOCTYTIE.

TecT 3.

BaumarensHo IpOYUTATh TCKCT 3aJlaHU U IIOHATH, YTO B KA4CCTBC OTBCTA
O0XHMAACTCA IIOCIICA0BATCIIbHOCTD 3JICMCHTOB.

BaumarensHo MMPpOIUTATh MPCIAJIOKCHHBIC BAPUAHTBI OTBCTA.
HOCTpOI/ITb BCPHYIO ITOCIICJOBATCIBHOCTD U3 ITPCIOKCHHBIX 3JICMCHTOB.
3anucaTth 6YKBBI BAapHUaHTOB OTBCTOB B HY)I(HOﬁ IIOCJICA0BATCIIbHOCTH.

YcTaHOBHTE TIOCIIEAOBATEIHHOCTD )KU3HEHHOTO ITUKJIA IOKYMEHTa B Oduce:
a) YHUUTOKEHHE WX TIepeiada B apXuB;

0) UCTIOJIHEHHE TOKYMEHTA U KOHTPOJIb;

B) CO3/IaHWE WJIM TIOCTYTUICHHE TOKYMEHTA,

T') perucTpanus JOKYMEHTa,;

1) pACCMOTPEHHE JOKYMEHTa PYKOBOICTBOM.

KoHTponpHbIE 3a1aHUS:
3ananue 1.

Ha ocHoBe npenyioKeHHOro nepeyuHs BXOIAIIUX JOKYMEHTOB (MUChbMO OT
HAJIOTOBOM MHCIIEKIIUH, KOMMEPUYECKOE MPEAJIOKEHUE OT MMOCTABIINKA, 3asBJICHUE
OT COTPYIHUKA, MPETEH3HSI OT KJIMEHTA, IIPUTJIAIICHIE Ha KOH(EPEHIIHIO)
COCTaBbTE MAPUIPYThI UX JIBHKEHUS (KTO MOJTYYaeT, KTO pacCMaTPUBAET, KOMY
nepeaeT Ha UCTIOJIHEHHE, I/1e XPaHUTCS ).

3amanue 2.

Pazpabotaiite hopmy peecTpa Juisi pErUCTpalMM UCXOASIINUX JOKYMEHTOB (He
MeHee 7 rpad) ¥ 3aM0JIHUTE TPU MPUMEpPa UCXOALIUX MHCEM Balllel OpraHu3auu
KOHTpareHTam.

Tema 2.2. Kommynukauuu B oduce. I1K-3.2.

TecToBBIE 3a1aHUS:

Tect 1.
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BHumarensHO IIPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBCTA
0XKHNAACTCA TOJbKO OJWH U3 IMPCAJIOKCHHBIX BAPHUAHTOB.

BHuMaTenpHO MpOYNTaTh NIPEAJIOKEHHBIE BADUAHTHI OTBETA.
BriOpaTh o1MH BepHBIN OTBET.
3anucaTh TOJBKO OYKBY BRIOPDAHHOTO BapHaHTa OTBETA.

UTO OTHOCHUTCS K BEPTHKATIHLHBIM KOMMYHHKAITUSM B OPTaHU3AIHN !
a) oOMeH nHpOopMaIe MeX Ty COTPYTHUKAMHU OJTHOTO OT/IENa;

0) B3aUMOICHCTBUE MEXKTY PYKOBOJIUTEIEM U TIOTIMHEHHBIMH,

B) OOIIIEHNE COTPYTHUKOB BO BpeMsi HE(hOPMAITbHBIX MEPOTIPHUATHIH;
T') IepernrcKa ¢ BHEITHUMHY ITapTHEPaAMHU.

Kakoii xaHp Ae10BOM MEPENUCKU UCTIOJIb3YETCS AJIsl IEPBOHAYAIBHOIO
oOpareHust K KOHTPareHTy ¢ IpeIJIoKeHUEeM O COTPYTHUYECTBE?

a) MUCbMO-U3BEIICHUE;

0) MUCHbMO-TIOITBEPKICHHUE;

B) UChbMO-TIpeaiokenue (odepra);

I') IUCbMO-HAIIOMUHAHUE.

Tect 2.

BHumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBCTA

0K AACTCs HECCKOJIBKO IMPAaBUJIbHBIX OTBCTOB U3 IMPCJIOKCHHBIX BAPUAHTOB.

BauMmarenbsHO poyuTaTh MPEIOKEHHbIE BADUAHTHI OTBETA.
Br16paTh HECKOIBKO IPABHIIBHBIX OTBETOB.

3anucath TOIBKO OYKBBI BEIOPDAHHBIX BAPUAHTOB OTBETA.

Kakwne nmpaBuia 3¢heKTHBHOTO 00IIEeHHS 110 TeJIe(OoHY ClIeayeT COOIFoaaTh Oduc-

MEHeKepy ?

a) Npe/ICTaBIATLCS B HAYajle pa3roBopa;

0) UCTIOJIb30BAaTh IPOMKYIO CBSI3b 0€3 Mpey Pk ICHUs COOECETHUKA;
B) YTOUHSTH, YI00HO JIU TOBOPUTH COOECETHUKY;

I') 3aTATMBaTh pa3roBop Oosee yem Ha 30 MUHYT O3 may3;

1) 3aMHUCHIBATh KIFOYEBYIO HH(DOPMAIIMIO BO BPEMS pa3roBopa.

Kakue aeMeHThI BKIIFOYAeT MOATOTOBKA K MPOBEICHUIO OMEPaTUBHOTO
coBelanusa’?

a) ompeeeHUE 1IEIU 1 MMOBECTKH;

0) BeIOOpP pecTopaHa s 00e/1a Mociie COBEIIAHMS;

B) TIOJITOTOBKA CITUCKA YYACTHUKOB U UX OIMOBEIICHUE;
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I') 3aKa3 IIBETOB JIJIsl CEKpeTaps;
1) MOJrOTOBKA MPE3EHTAIIMOHHBIX MaTepUaIoB.

Tect 3.

BHumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
OXMNOAaCTCA IOCIACAOBATECIBHOCTS 3JICMCHTOB.

BauMmarenbsHO poyuTaTh MpEeIoKEHHbIE BADUAHTHI OTBETA.
[TocTpouTh BEpHYIO MOCIEA0BATEIBHOCTD U3 IIPEJIOKEHHBIX JJIEMEHTOB.
3anucaTh OyKBbl BAPUAHTOB OTBETOB B HY’KHOM MOCJIEIOBATENBHOCTH.

Onpenenure NOCIEI0BATENBHOCTD 3TAIIOB IPOBEIECHHS COBEILIAHNUS:
a) 00cy>X/1eHHe BOPOCOB MOBECTKH JIHS;

0) BCTYHNUTEIBHOE CIOBO PYKOBOIUTEIIS;

B) IPUHATHUE PEIIECHUI U IOPYYEHHIA;

I') IOABEACHUE UTOTOB U 3aBEPIICHUE COBEILIAHMUS;

1) pETUCTpALIMsl YHYACTHUKOB.

KoHTpobHbIE 3a/1aHUS:
3amanue 1.

CocraBbTe maH-rpaduk NOJTOTOBKHU U MPOBEIACHUS €KEHEICIBHOIO MJIaHOBOTO
coBenanus otaena npoaax (12 yenosek). Ykaxute BpeMEHHbIE PAMKU,
OTBETCTBEHHBIX 32 KaXKJIbI{ 3Tall U epEeUYeHb HEOOXOAUMBIX MaTEPHUAIIOB.

3amanue 2.

Hamummre cinykeOHyI0 3aIMCKy OT HMEHHU O(HC-MEHEKepa PyKOBOIUTEITIO
OpraHM3aliK O HEOOXOIUMOCTH 3aMEHBI BBIIICIIETO U3 CTPOSI MPHHTEPA B
oyxranrepun. OOOCHYITE MPUUNHY U PEAJIOKUTE BAPUAHTHI PEIICHUS.

Tema 2.3. Opranmsanusi padoyero NnpPOCTPAHCTBA KAaK HHCTPYMEHT
NnoBbILIeHUs1 npousBoauTeabHOCTH. ITK-3.2.

TecToBBIC 3aaHUS:

Tect 1.

BHumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
0XKHNAACTCA TOJbKO OJWH M3 IMPCAJIOKCHHBIX BAPHUAHTOB.

BHumarensHO MPpOYUTATh MMPCAIOKCHHBIC BAPpHAHTBI OTBETA.

Bri6path oiuH BepHBIil OTBET.
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3anucaTh TOJBKO OYKBY BRIOPAHHOTO BapuaHTa OTBETA.

Urto nmpeanonaraeT KOHIENIMS OpraHu3aliyy paboyero npocTpaHcTsa Activity

Based Working (ABW)?

a) 3aKperUieHue 3a KaKIbIM COTPYIHUKOM CTPOTO OIPEAEIIEHHOI0 paboyero
MecCTa;

0) mpemocTaBICHHE COTPYAHUKAM BEIOOpA Pa3IMUHBIX 30H IS BBITIOJHCHUS
pa3HBIX THUIIOB 33/1a4;

B) TIOJIHBIN OTKa3 OT O()MCHOTO MPOCTPAHCTBA B MOJB3Y yAAJIEHHON pabOTHI;
T') pa3MeNIeHNE BCEX COTPYAHUKOB B OT/ACIBHBIX 3aKPHITHIX KAOMHETaX.

Kaxoii T 30HbI B 0drce IpeIHa3HA4YeH 711 KPaTKOBPEMEHHOTO OT/IbIXa U
HeopMaTbHOTO OOIIEeHHS ?

a) MeperoBopHasl KOMHATa;

0) 30Ha JIaHY-pyM (KyXHSI, CTOJIOBas);

B) C€pBEpHasi;

I') apXUB.

Tect 2.

BHumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
0K AACTCs HCCKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BauMmarensHO poyuTaTh MPEIoKEHHbIE BADUAHTHI OTBETA.
Br106paTh HECKOJIBKO IPABHIIBHBIX OTBETOB.
3anucath TOIBKO OYKBBI BEIOPDAHHBIX BAPUAHTOB OTBETA.

Kakue npenmyiecTsa qaet BHEAPEHUE OTKPHITOTO 0(DMCHOTO MTPOCTPAHCTBA
(Open space)?

a) yIaydlieHne KOMMYHUKAIIMA MKy COTPYTHUKAMMU;

0) SKOHOMMUSI TIJIOIIA/IA U 3aTpaT Ha apeH/y;

B) a0COJIFOTHAsI KOH(DUICHITUATIBLHOCTh BCEX IEPETOBOPOB;

') BO3MOXXHOCTb OBICTPO peliaTh paboune BOMpPOCHI;

1) CO37ITaHNe WHIUBUIYaTbHOTO MUKPOKIMMATA JUISI K&KIOTO COTPY/HHKA.

Kakue Mepbl MOMOTal0T CHU3UTh YPOBEHD LTyMa B OTKPBITOM oduce?
a) UCTIOJIb30BAHKE LITYMOIIOTIONIAIONIUX MMaHeNIel Ha CTeHaX;

0) co3maHue TUXHMX 30H JJI1 KOHLIEHTPAIUK;

B) YCTaHOBKA MEPErOPOIOK Ha paboUMX CTOJAX;

T) 3alpeT Ha UCMOJb30BAHNUE HAYIIIHUKOB;

1) MPOBEJICHUE BCEX COBEIIAHMUA Ha paboyeM MecTe.

KoHTponbpHbIE 3a1aHUS:

3amanue 1.
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Hapucyiite cxeMy (Uu ONUILKATE TEKCTOM) 30HUPOBaHUS oduca Jisi KpeaTUBHOIO
arenrctBa Ha 20 yenoBek. Boienure He MeHee 5 GyHKIIMOHANBHBIX 30H (padouas,
NeperoBopHasi, 30Ha OTAbIXa U T.11.). OOOCHYITE HEOOXOUMOCTh KaX 01 30HBI.

3amanue 2.

Pa3paboraiiTe mpaBuia HCIOIB30BaHUS paO0YETO MPOCTPAHCTBA JIsi COTPYTHUKOB
B oduce ¢ kouneniueir ABW (Activity Based Working). Bkitounte He menee 5
MTyHKTOB, KaCAIOIIMXCS BRIOOPA MECT, XpaHEHUS JTUIHBIX BEIICH, MOIepKAHUS
YUCTOTHI.

Tema 2.4. Buyrpuopucnsie orHomenus. I1K-3.2.

TecToBBIE 3a1aHUS:

Tect 1.

BaumarensHO IIPOYUTATh TCKCT 3aJaH1A U IIOHATH, YTO B KAYCCTBC OTBCTA
0XKHNAACTCA TOJbKO OJWH U3 IMPCAJIOKCHHBIX BAPHUAHTOB.

BauMarenbHO npoynTaTh MPENI0KEHHBIE BAPUAHTHI OTBETA.
BriOpath 0/1uH BEepHBIN OTBET.
3anucaTh TOJIBKO OYKBY BRIOPDAHHOTO BapHaHTa OTBETA.

Uro sSBISETCSI OCHOBOW KOPIIOPATUBHOM KYJIBTYpPhI OpTaHu3aIuu?
a) nu3aliH oduca;

0) pasnenseMbie IEHHOCTH, HOPMBI H ITPaBHJIa TIOBEICHUS;

B) pa3Mep 3apabOTHOI TUIATHI;

T') KOJIMYECTBO (PHIINATIOB.

Kaxoii ctiiib ynpaBieHus XapaKTepu3yeTcsi MAKCUMaTbHBIM JIEJIeTUPOBAHUEM
MOJTHOMOYHH TTOTYMHEHHBIM?

a) aBTOPUTAPHBIN;

0) 1eMOKpaTHYECKHUIA;

B) TMOEpaAIbHBIN;

) OFOPOKPATHYECKHIA.

Tect 2.

BnaumarensHO IIPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBETA
0K AACTCs HECKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BaumarensHo MMPpOIUTATh MPCIAJIOKCHHBIC BAPUAHTBI OTBCTA.

Br16paTh HECKOJIBKO IPABHIIBHBIX OTBETOB.
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3amnucaTth TOJBKO 6YKBI>I BBI6paHHI>IX BAapUaHTOB OTBCTA.

Kakwue criocoOsl HeMaTepuaabHOW MOTHBAIIMK COTPYIHUKOB oduca Hanboee
3¢ PeKTUBHBI?

a) myOJUYHOE TPU3HAHUE 3aCIIYT;

0) nmpenocTaBiieHre THOKOTo rpaduka padoThI;

B) YBEJIMUEHHUE 3apIUIaThl B JIBa pa3a;

') BO3MOXKHOCTh OOYYEHUS 32 CUET KOMIIAHUH;

1) BBIJIETICHUE CITYKEOHOTO aBTOMOOMIISI C BOJIUTETIEM.

Kakune MeTomb1 OTHOCATCS K KOHCTPYKTUBHOMY Pa3pelIeHui0 KOH(MIUKTA B
KOJIJIEKTHUBE?

a) YKJIOHCHHUE OT MPOOJIEMBI;

0) meperoBOpsl ¥ MOMCK KOMIIPOMUCCA;

B) IIPUHYXJEHNE OJHOM U3 CTOPOH;

') COTPYAHUYECTBO U YUYE€T UHTEPECOB 00EUX CTOPOH;

J1) MITHOPUPOBAHUE MHEHUS OIIOHEHTA.

KoHTposbHbIE 3a/1aHMS:
3amanue 1.

OnummTe BO3MOXHbIE TPUUYUHBI BOSHUKHOBEHUST KOH(DIMKTAa MEXTY
COTpYAHUKAMH OyXTalTepuu 1 OTHea IpoJax (He MeHee 3 IPUUKrH).
[IpenyioxxuTe 751 KaK0W MPUIMHBI CIIOCO0 MPOPUITAKTUKHA WITH KOHCTPYKTHBHOTO
paspenieHus.

3amanue 2.

CocraBbTe AHKCTY AJI IIPOBCACHUA OIIpOoCa COTPYIAHHUKOB «Y,Z[OBJ'IGTBOpeHHOCTB
BHYTpI/IO(l)I/ICHBIMI/I OTHOILICHUAMHU U IICUXOJIOTHYCCKHUM KIIMMATOM B KOJIJICKTHUBEC) .
Amnkera OO0JI’KHA COACPIKATh HC MCHEC 5 BOIIPOCOB C BapuaHTaMU OTBCTOB.

Tema 2.5. O¢uc oyaymero. ITK-3.2.

TecToBBIC 3a0aHUS:

Tect 1.

BHumarensHO IIPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBETA
0XKNAACTCA TOJbKO OJWH M3 IMPCAJIOKCHHBIX BAPHUAHTOB.

BauMmarenbHO poyuTaTh MPEI0oKEHHBIE BADUAHTHI OTBETA.
Br16path oiuH BepHBIil OTBET.

3anucath TOIbKO OYKBY BRIOPAHHOTO BapHaHTa OTBETA.
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Uto xapakTepu3yeT KOHIIeNIuo «yMHoro oducay (Smart Office)?

a) UCIOJIb30BaHNE UCKITIOYUTEILHO PYYHOTO TPY/IA;

0) aBTOMaTHU3aIMsI PYTUHHBIX MPOIECCOB ¢ TOMOIIBIO [0T-yCTpOHCTB U 1aTYNKOB,
B) MIOJTHOE OTCYTCTBHE TEXHUKHU;

r) paboTa TOJIbKO B HOYHOE BpPEMS.

Kaxkoit ¢popMar 3aHITOCTH MIPEANOIaraeT YaCTUIHOE MPUCYTCTBUE COTPYTHUKOB B
oduce u yacTUIHy10 paboTty u3 goma?

a) MoJIHAs y1ajeHHas paboTa;

0) ruObpuIHBIA rpaduk;

B) BAXTOBBI METO/I;

r) hpunanc.

Tect 2.

BnaumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBETA
0K AACTCs HECCKOJIBKO ITPAaBUJIBHBIX OTBECTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BaumarensHO IMPpOYUTAaTh NMPCAIIOKCHHBIC BAPpHAHTBI OTBETA.
BI)I6paTI> HECKOJIBKO IMPaBUJIbHBIX OTBCTOB.
3anucaTth TOJBKO 6yKBLI BBI6paHHI>IX BAapUaHTOB OTBCTA.

Kakue TexHonoruu sBisiOTCS ApaiiBepamMu TpaHchopmaiuu oduca Oyayiiero?
a) UCKYCCTBEHHBIM MHTEIIJICKT TSI INIAHUPOBAHUS 33]1a4;

0) menKepHI 11T SKCTPEHHOMN CBS3H;

B) 00JIaYHBIC CEPBHCHI JIJI1 COBMECTHOM pabOTHI,

r) (akcuMuIIbHAS CBSI3b;

1) poboTtu3anus pyTuHHbIX onepanuii (RPA).

Kakune HOBBIE pOJIA COTPYAHUKOB MOTYT MOSIBUTHCS B orice Oymyrero?
a) CIIEIMAIIUCT TI0 KHOEepOe30MacHOCTH;

0) MeHeKep 1Mo U(PPOBON TUTUEHE U YIIPABJICHUIO BHUMAHUEM;

B) Kypbep I10 JOCTaBKe OYMa)KHBIX THCEM;

I') aIMUHUCTpaATOp (pakc-1IeHTPA;

1) apXUTEKTOP THOPUIHBIX pabO4YMX MPOCTPAHCTB.

KoHTposbHbIE 3a/1aHUS:
3amanue 1.

[lepeuncnure HEe MeHEee 5 PyTHHHBIX OPUCHBIX OTEpaIuid, KOTOPHIE MOTYT OBITh
aBTOMATU3UPOBAHBI WJIM POOOTU3UPOBAHBI B Ommkaiiimme S5-10 ner. st kaxmaon
OIepaluu MPEIJI0KUTE BO3MOKHBIN TEXHOIOTUYECKUN MHCTPYMEHT
aBTOMATH3AaLINH.
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3amanue 2.

Hanumute scce Ha Temy «Mneanbublii oduc uepes 10 net rmazamu oduc-
MeHekepa» (00bem 1-1,5 crpanuiipl). OnummTe Oprauu3alyo NpOCTPAHCTBA,
TEXHUYECKOE OCHAIEHUE, MPUHIIUIBI AMUHUCTPUPOBAHUS U B3aUMOACHCTBUS
COTPYAHHUKOB.

Tema 2.6. Od¢ucHass 0e30MaCHOCTH: yIpaBJieHHe PHCKAMH
HeNpepbIBHOCTD AesATeabHOCTH. TTK-3.2.

TecToBBIE 3a1aHUS:

Tect 1.

BaumarensHo MMPOYUTATh TCKCT 3aJaHUs U IMTOHATDH, YTO B KAYCCTBC OTBCTA
0XKNAACTCA TOJbKO OJWH M3 MPCAJIOKCHHBIX BAPHUAHTOB.

BHuMaTenpHO MpOYNTaTh IPEAJIOKEHHBIE BADUAHTHI OTBETA.
BriOpaTh oMH BepHBIN OTBET.
3anucaTh TOJbKO OYKBY BRIOPDAHHOTO BapHaHTa OTBETA.

Uto moHuMaeTcs 1o HHGOpMaImoOHHOM 0e30MmacHOCThI0 oduca?

a) 3aIIKTa 31aHUs OT IPOHMKHOBEHUS IMTOCTOPOHHUX;

0) oOecrieueHre KOHMOUICHITUATBLHOCTH, IIEJIOCTHOCTH M IOCTYITHOCTH
uH(bopMaIuu;

B) peryiisipHasi yOOpKa ITOMEIICHHH;

T') cTpaxoBaHue 0(hrCHOTO 000PYTOBAHMUS.

Kakoil JOKyMeHT onpeAensieT IeUCTBUS COTPYAHUKOB IMPU BOSHUKHOBEHUU
noxapa?

a) MHCTPYKUHUSA 110 OXpaHe TPyAa;

0) MJ1aH PBaKyaluy MPH MOKape;

B) KOJUIEKTUBHBIN 10TOBOP;

I') MOJI0KEHUE 00 oriaTe Tpy/aa.

Tect 2.

BHumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBCTA
0K AACTCs HCCKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BHuMarenbsHO IpoYnUTaTh NPEAJIOKEHHBIE BADUAHTBI OTBETA.
Br16paTh HECKOJIBKO IPABHIIBHBIX OTBETOB.

3anucath TOIBKO OYKBBI BRIOPDAHHBIX BAPUAHTOB OTBETA.
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Kakue Mepsl OTHOCATCS K pr3nuecKoil 3amure oduca?

a) yCTaHOBKA CUCTEMBbI BUICOHAOTIOICHNUS;

0) ucCnoIb30BaHUE CIOKHBIX Maposei Ha [1K;

B) KOHTPOJIb JOCTYTIA MO 3JEKTPOHHBIM MPOITYCKaM;

r) mu@poBaHue FIEKTPOHHOMN MOYTHI;

1) HAIMYUE OXPaHbI MM KHOIKA TPEBOKHOW CUTHATM3AINU.

Kakue neiicTBust BXOIAT B IUIaH 00€CTIeUeHUs HeMTPEPHIBHOCTH ACATEIBHOCTH
(BCP) nipu OTKIIFOUEHUH JIEKTPOIHEPTUN?

a) UCIOJIb30BaHUE aBTOHOMHBIX UCTOUHUKOB nutanus (UBI1, reneparopsr);
0) HEeMeIJICHHBIM POCITYCK BCEX COTPYIHUKOB IO JOMaM;

B) TIepexo] Ha OyMaKHBINA JOKyMEHTOOOOPOT;

T') HCTIOJIb30BaHNE 00JIAYHBIX CEPBUCOB IS TOCTYIIA K IAHHBIM;

1) ITHOPUPOBAHUE CUTYyAIUU.

Tect 3.

BnaumarensHO IMPOYUTATh TCKCT 3aJlaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
OXMNOAaCTCA IOCIACAOBATCIBHOCTS 3JICMCHTOB.

BnaumarensHO IMPpOYUTATh MMPCAIIOKCHHBIC BAPpHAHTBI OTBETA.
HOCTpOI/ITI: BCPHYIO ITOCIICAOBATCIbHOCTD U3 IMMPCIJIOKCHHBIX 3JICMCHTOB.
3anucaTth 6y1(BbI BAapHUAaHTOB OTBCTOB B HY)KHOﬁ IIOoCJIACA0BAaTCIIbHOCTH.

VYcranoBuTe OCIIEIOBATEHLHOCTD IEUCTBHUM MPU 0OHAPYKEHHUH TTOJ03PUTEIIHLHOTO
npeaMeTa B oduce:

a) 9BaKyaIys COTPYIHHUKOB U3 30HBI OOHAPYKCHUS

0) BBI30B MMPABOOXPAHUTEIHHBIX OPTAHOB;

B) (uKcaIusi BpeMEHU U 00CTOSTENHCTB OOHAPYKEHNUS,

T') 3aIIPET Ha CAaMOCTOSITEIbHOE TIEPEMEIICHUE WIIA BCKPHITHE TIPEIMETA;

J1) OTIOBEIICHUE PYKOBOIUTENS U CITY>KObI O€3011aCHOCTH.

KoHTposbHbIE 3a/1aHUS:
3amanue 1.

[TpoBenuTe aHamM3 PUCKOB ISl TUTIOBOTO O(hrca (He MEHEee 5 PUCKOB: MOXKap,
Kpaka, yTeuka JaHHbBIX, O0JIE3Hb COTPYIHUKOB U T.1.). [1o Kakmomy pucky
OIIEHUTE BEPOSITHOCTh M MOTCHITUATIBHBIN yIIepO (BBICOKHI/CpeIHUN/HU3KU).
[IpenyioxxuTe MEpbl MUHUMU3AINH JIJI1 PUCKOB C BEICOKUM YPOBHEM.

3amanue 2.

32



Pa3paboTaiiTe kpaTKyto NaMATKy JIJIsl COTPYAHUKOB oduca «/leficTBus npu yrpose
kuOepaTaku ((PUIIMHIOBOE MUCHMO, TIOJI03pUTEIbHAs CChlIKA)». [lamsiTka TomKHa
coJiepaTh HE MEHEe 5 MyHKTOB-TIPaBUJL.

5.3. Onun

WIA  HECKOJIBKO
3aBEpIIAIOTCS KOHTPOJIbHOM Toukoi (manmee — KT).

TEMATHYCCKUX

OJIOKOB  JUCILUIUIAHEI

Tekymmii KOHTPO

JIb

ycrneBaeMoCTd Mo aucuuiuinHe npeaycmatpusaer Tpu KT B Tedenue mepuona
OCBOCHUS JUCLUILTUHBIL.
MaxkcruManabHOE KOJIMYECTBO OayioB 3a jro0oi Tum pabor B pamkax KT
coctasisier 100 (cTo) 6aos.
Pacnipenenennie BecoBbix kodddumumentoB mo KT B pamkax Tekymiero
KOHTPOJISL 10 TUCHUILINHE:

HanmenoBanue MakcumanbHOE Koaddumuent Beca | Pesynbratr KOHTPOJIBHON
KOHTPOJIbHOM TOUKH | KOJHMYECTBO OANIOB | KOHTPOJIGHOM TOYKM | TOYKH, YUACTBYIOLIHH B
3a paboTy B paMKax dbopMHupOBaHUH
KT, xoTopoe Moxer UTOTOBOH OaIIIbHOM
Ha0Opatb OLICHKH 10 AUCLIUATIIINHE
o0yyaromuics (oTpakaeTcs B )KypHaie
BPC B CJ10)
KT 1 100 0,1 10
KT 2 100 0,1 10
KT 3 100 0,1 10
Hroro: X 0,3 30

5.4. ®opMbI TEKYIIETO KOHTPOJIS ycrieBaeMocTu oOyyvaronuxcs B pamkax KT

Y TUIOBBIE OLICHOYHBIE MaTEPUAJIbIL:
KT -1.

Tema 1.
TemaTnka DOKJIAJI0B:

1. DBomonus oduca: ot kauuensipun XIX Beka kK MUGPOBOMY MPOCTPAHCTBY
XXI Beka.

2. CpaBHUTENBHBIN aHATN3 CTPYKTYPhl OPTaHU3AINN U TIOPSAKA
B3aMMOJICUCTBUS TIOJIpA3/ICIICHUI B TPAIUIIMOHHOM U BUPTYyaIbHOM Oduce.

3. IlpuHIUIIBEI 1 METOBI AIMUHUCTPUPOBAHUS B CUCTEME COBPEMEHHOTO O(HC-
MEHE[KMEHTA.

4. Ponw oduc-menemkepa B hopmupoBannu 3HPEKTUBHON CUCTEMBI
nH(OPMAITMOHHON O€30MaCHOCTH.

5. Kputepun onieHku 3¢pGeKTUBHOCTH pabOThI oduca Kak IeHTpa
UH(POPMAITMOHHOTO B3aMMOICHCTBHSI.

MeToan4ecKrue PEKOMEHIAIMM T10 TTIOATOTOBKE JOKIAAaA.

[lonroroBka  gokiaga  crnocoOCTBYeT  (DOPMHPOBAHUID  HABBIKOB
UCCIIEIOBATENLCKOM pabOThl, pAaCIIUpSET MO3HABaTelIbHbIE WHTEPECHI, MPHUydaeT
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KPUTHUYECKH MBICTUTH. [Ipy HamucaHUM JOKJIaaa 1Mo 3aJaHHON TEME COCTaBIISICTCS
IUTaH, TOIOMPAIOTCS OCHOBHBIE UCTOYHHUKHU. B mporiecce paboThl ¢ HCTOUHUKAMH,
CUCTEeMATH3UPYIOT TOJTyUeHHBIC CBEACHMSI, ICIAl0T BEIBOIBI 1 000OIICHNS.

[TogrotoBka  gokmama  Tpebyer ot  oOywaromierocs — OOJIBIION
CaMOCTOSITEIFHOCTH U CEPhE3HOM MHTEIJUIEKTYyaJbHONU paboThl, KOTOpask MPUHECET
HanOOJIBIITYIO TOJIB3Y, €CIIH OYJET BKIIOYATh C Ce0s CIEAYIOIINE ITAIbl: H3yUYCHHUE
HauOosiee BaXKHBIX HAYYHBIX pabOT MO JaHHOM TeMe, NepeueHb KOTOPhIX JaeT caM
IpenoAaBaTelb; aHAIU3 U3yYeHHOTO MaTepHalia, BbIJelieHne Hanboliee 3HAaYMMBbIX
JUISL pacCKpBITUS TeMbI ()aKTOB, MHEHUI Pa3HBIX YUEHBIX U HAYYHBIX IMOJIOKCHUIA;
0000111eHE U JIOTHYECKOE MOCTPOCHUE MaTepuana JI0Kaja, Hampumep, B popme
pa3BepHYTOro IUJIaHA; HAMHMCAHME TEKCTa JOKJIaZa ¢ COOI0JeHHEM TpeOOBaHMIA
HAYYHOTO CTHJISL.

[TocTpoeHue nokiaaa BKIIFOYAET TPH YaCTU: BCTYIICHUE, OCHOBHYIO YacCTh U
3aKIloYeHne. Bo BCTYIUIGHMM YKa3bIBaeTCs TeMa [OKIJIAJa, YCTaHABIMBACTCS
JIOTHYECKasi CBS3h €€ C IPYTUMH TeMaMH WA MECTO PacCMaTPUBAEMON TPOOIEMBI
cpenu Apyrux mpobiem, naercs KpaTKuid 0030p HCTOYHHKOB, HAa Marepuale
KOTOPBIX pacKpbiBaeTcss TeMa U T. 1. OCHOBHas 4acTh JOJKHA MMETh YETKOE
JOTHYECKOe TOCTpPOEHUE, B HEH MOMKHA OBITh pacKkphiTa Tema Jokiana. B
3aKIFOYCHUH  OOBIYHO  TOABOASTCS  UTOTH,  (OPMYJIHPYIOTCS  BBIBOBI,
O TYEPKUBACTCS 3HAYCHUE PACCMOTPEHHOM MPOOJIEMBI U T. TI.

KT -2.

Tema 2-3.
Ompoc:

Bormpocs! aJist onpoca:

Copep:xanue Bompoca

JlaiiTe onpezenenre NOHATHIO «O(PHUC» U TEPEUUCITUTE OCHOBHbBIE
(dhyHKIMN odrca B COBPEMEHHON OpraHU3allyH.

OxapakTepu3yiTe OCHOBHBIE BUAbl O(PUCOB (CTALIMOHAPHBIN, OTKPHITHIH,
KOBOPKHUHT, BUPTYaJIbHBIN). B ueM ux npeumyniecTa u HeA0CTATKU?

Kaxoe oduicHoe 0060pyioBaHue ABISETCS 0053aTEbHBIM IS
coBpemeHHoro oduca? HazoBuTe ero 0CHOBHbIE XapaKTEPUCTHUKHU.

Kaxkue nmporpammubie NpoayKThl BXOIAT B 0a30BbIi opucHBIN makeT? Jlis
pelLIeHUs] KaKUX 3a]1a4 OHU UCIOJIb3YIOTCS?

UYro Takoe sproHomuka oduca? Kakue 3meMeHThl pab0overo MecTa BIHSIIOT
Ha MPOU3BOIUTEIHHOCTh U 3JI0POBHE COTPYIHUKA?

Kaxkue Tpe60BaHI/I$I MNPCABABIIAIOTCA K OpraHru3al OCBCILICHUS U
MUKPOKJIMMATA B OCI)I/ICHOM HOMCIHCHI/II/I?
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7 Kaxkue nsera nu Mmarepuaibl peKOMEHAYETCS UCIIOIb30BATh MIPU
' oopMIIEeHUU OPUCHBIX TOMEIICHUIN C TOYKU 3pEHUS SPrOHOMUKU?
2 Kaxk opranuzoBarb pabouee MeCTO COTpYIHUKA JIJIi MUHUMU3AIUU
' Harpy3k Ha OMOPHO-ABUraTEIbHbIN anmnapar?
9 Kakne HopMaTHBHBIE JOKYMEHTHI PErJIAMEHTUPYIOT 3PrOHOMUYECKUE
TpeboBaHMs K 0QUCHBIM MIOMEIIECHUSM B PD?
10 Kak npaBuibHO OpraHu3oBaTh CUCTEMY XPaHEHUS JIMYHBIX BEIIEH U
' JIOKYMEHTOB Ha pabodyeM MecTe?
Kputepuu onenuBanus onpoca:
JnanazoH 6ayioB Ornucanue Kputepus
OOyuaromiuiicsi TMOJHO U3Jaraer Marepuan (OTBe4aeT Ha
BOIIPOC), JA€T MPaBUIbHOE ONPEJEICHHE OCHOBHBIX MOHSTHUH;
0OHapyKMBaeT IMOHMMAaHUE MaTepuayia, MOXXET O00OCHOBATH
85-100 CBOU CYXKJICHHUS, NMPUMEHUTb 3HAHUS HA TNPAKTHKE, MPUBECTH]
HEOOXOUMbIE TIPUMEpPbl HE TOJBKO M3 Y4YeOHUKa, HO U
CaMOCTOSITENIbHO ~ COCTAaBJIEHHBIE;  M3JlaraeT  MaTrepual
MOCJEAOBAaTEIbHO U MPABUIBHO C TOYKU 3pEHUST HOPM
ITUTEPATyPHOTO SI3bIKA.
OOyuaromuiicss MaeT OTBET, YAOBICTBOPSIONIUNA TEM K€
65-84 TpeOOBAHUAM, YTO U JJISI OIEHKH «OTIMYHO», HO IOMyCKaeT 1—-
2 omuOKHu, KOTOPhIE CaM e HCIpaBisieT, U 1-2 HemodeTa B
0CJIEIOBATEIHHOCTH U S3IKOBOM O(DOPMIICHHH M3J1araeMoro.
OO6yuaromuiicst 0OHapy>KMBAET 3HAHUE U TOHUMAaHUE OCHOBHBIX
MOJIOKEHUI JaHHOM TeMbl, HO HU3JIaraeT MaTtepuaj HEMoJIHO U
NOIMYCKAeT HETOYHOCTH B  ONPEEICHUU TOHSATUH WIH
55-64 (bopMyJIMpPOBKE MpPaBHII; HE YMEET JOCTATOYHO TIyOOKO H
NOKa3aTesIbHO 00OCHOBATh CBOW CYXKIICHUS W TPUBECTH CBOH
MpUMEpBI;  U3JIaraeT MaTephal  HEMOCIEN0BaTEebHO U
TOITYCKAeT OIMTMOKH B SI3BIKOBOM O(DOPMIICHHH H3JIaraeMoro.
OOyuatomuiicss 0OHApYKMBAET HE3HAHUE BOIPOCA, JOITYCKaET|
0-54 omuOkr B (HOPMYIHUPOBKE ONPEACIICHWA ¥  TIPaBUII,
MCKAKAIOIIME UX CMBICH, OECHopsSoYHO U HEYBEPEHHO
W3J1araeT MaTepuall.
KT -3.
Tema 4-6.
TecToBbIC 3a/1aHNs C UHCTPYKIMEN IO BBIIOJHEHUIO:
TECT 1. BeiOop HECKOIBKUX MPABUILHBIX OTBETOB
3ananue 1.1.
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BaumarensHO IIPOYUTATh TCKCT 3aJaHNA U IIOHATh, YTO B KAYCCTBC OTBCTA
0K AACTCs HCCKOJIBKO ITPAaBUJIBHBIX OTBCTOB U3 MPCIJIOKCHHBIX BAPUAHTOB.

BaumarensHO IMPpOYUTATh MMPCIAIIOKCHHBIC BAPpHAHTBI OTBETA.
BI)I6paTI> HECKOJIBKO IMTPpaBUJIbHBIX OTBCTOB.
3anucaTth TOJBKO 6yKBLI BBI6paHHI>IX BAapUaHTOB OTBCTA.

K ocHOBHBIM BUaM TOKYMEHTOB B 0(hrCE OTHOCSITCS:
a) NpHUKa3bl;

0) TexHUYeCKast JOKyMEHTAIusl Ha 000pyOBaHUE;

B) Oyxrasirepckasi OTYETHOCTB;

T') peKJIaMHbIE OYKJIETH KOHKYPEHTOB;

1) CITy>KeOHBIE 3aIHICKH.

3amanue 1.2.

K ¢yHKIIHMSAM CHCTEMBI 3JIEKTPOHHOTO JIoKyMeHTooOopoTa (CD/]) oTHOCATCS:
a) aBTOMaTHYECKasi PETUCTPALNS JOKYMEHTOB;

0) KOHTPOJIb BEPCHM IOKYMEHTOB;

B) Me4YaTh JOKYMEHTOB Ha I[BETHOM MPUHTEPE;

I') MapIIpyTU3alUs JOKYMEHTOB MEK/y NCIIOTHUTEISIMU;

1) JIJAMUHUPOBAHHUE BaXKHBIX OyMmar.

3amanue 1.3.

Kakwue npaBunia cinemyeT co6t01aTh IPU COCTABIEHUH J1€JI0BOTO MUChMa 110
ANEKTPOHHOM MoYTe?

a) yKa3aTh COJIEpKATEIbHYIO TEMY MUChMA;

0) UCIIOIB30BAThH TOJILKO 3arJIaBHBIE OYKBBI B TEKCTE;

B) MPUBETCTBOBATH MOJTyYaTessi 0 UMEHHU;

T') IPUKPEIUIATH (ailibl 0e3 MOSCHEHUS UX COJAEPKaHUs;

1) yKa3aTb CBOM KOHTaKTHbIE JaHHBIE B MOJITUCH.

3ananue 1.4.

Kakue MeTo1bl OBBILIEHUS TPOU3BOAUTEIILHOCTH TPY/Ia B 0pUCE OTHOCATCS K
OpraHU3aIMOHHbBIM ?

a) BHEIpEHUE TalM-TPEKUHTa;

0) yBenmueHue padbodero JaHs 10 12 4acos;

B) UCIOJIb30BAaHUE METOIUK yripaBieHus 3anadamu (Kanban, GTD);

T') OTMEHa 00€/ICHHBIX MTePEPHIBOB;

1) ONITUMHU3AITUST MAPIIPYTOB JBIKCHUS TOKYMEHTOB.

3amanue 1.5.



Kakue Tunsl 30H 00513aT€IbHO TOKHBI OBITh IPEAYCMOTPEHBI B 0duce,
OPTraHU30BAHHOM T10 TIpuHIUIy ABW?

a) 30Ha JIJIs1 UHAUBUIYAJbHON C(OKYCUPOBAHHON PabOTHI;

0) 30Ha 11 KOMaHHOW PabOTHl U OPEHHIIITOPMOB;

B) 30HA JJI XpaHEeHs apxuBoB Ha 10 merT;

T') 30Ha OT/IbIXa U He(POPMAIIBHOTO OOIICHHUS;

1) 30Ha JIsl TpUeMa THUIILIH.

3ananue 1.6.

Kakue kputepun BaxXHBI IPU BIOOpE 0(PHCHON MeOETN C TOUKU 3PEHUS
SPrOHOMUKU ?

a) peryJIMpoBKa BBICOTHI CTOJIA U KpecJa;

0) ApKHil 1U3aiiH, IPUBJIEKAOINI BHUMAHUE;

B) HAJIMYKE MOAJIOKOTHUKOB U MOSICHUYHOM MOACPKKH B KPECIIE;

I') caMasi HU3Kasl [IeHa Ha PhIHKE;

1) 9KOJIOTUYHOCTh MaTEPHUAJIOB.

3amanue 1.7.

Kakue nporpammbl BXOAST B CTaHIApTHBIN oducHbIN nakeT Microsoft Office?

a) Microsoft Word;

0) Microsoft Excel,

B) Adobe Photoshop;

r) Microsoft PowerPoint;
(d) Microsoft Outlook.

3amganue 1.8.

Kakune criocoObl KOMMYHHKAITUH SIBIISFOTCST HanboJsee (opMaIbHBIMU B
Oopranu3anun?

a) MPUKa3 PYKOBOIUTEIIS;

0) oOcy>xIeHue B 00IIIEM YaTe MECCEHIKepa;

B) CIy>KeOHas 3ammckKa;

I') pa3roBOp Ha KyxXHe BO Bpems o0ena;

1) MPOTOKOJI COBEIIAHUS.

3amanue 1.9.

Uto HeoObxoauMo caenath sl opraHu3anuu YQPEeKTUBHOTO COBEMAHUS?
a) Y€TKO OTPEICTUThH IIeJIb U TOBECTKY;

0) MpUrIacUTh BCEX COTPYAHUKOB OpraHU3aIUK;

B) pa30CiiaTh MaTepUaIbI ISl O3HAKOMJICHHS 3apaHee;

') Ha4aTh COBENIaHNEe 0e3 OOBSBICHUS TEMBI;

1) HA3HAYUTh OTBETCTBEHHOTO 3a BEJEHUE TIPOTOKOIIA.

3amanue 1.10.
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Kakue a1eMeHTBI BXOJIAT B MIOHATHE «KOPIIOPATUBHAS KYJIbTypa»?
a) MECCHS M [ICHHOCTH KOMITaHWH;

0) nu3aiiH oduca U Ipecc-KoJI;

B) pa3Mep YCTaBHOTO KaIluTaa;

T') TPQJAMIINKM ¥ PUTYaTbl (COBMECTHBIC TTPA3THUKH, HATPAKICHHUS );
1) (popmMa OTYETHOCTH B HAJIOTOBYIO.

TECT 2. YcraHoBieHne nociea0BaTeIbHOCTH
3amanue 2.1.

BraumarensHo IpOYUTATh TCKCT 3aJJaHU U IIOHATH, YTO B KA4CCTBC OTBCTA
O0XHMAACTCA IIOCIICA0BATCIIbHOCTD 3JICMCHTOB.

BaumarensHo MMPpOIUTATh MPCIAJIOKCHHBIC BAPUAHTBI OTBCTA.
HOCTpOI/ITb BCPHYIO ITOCIICJOBATCIBHOCTD U3 ITPCIOKCHHBIX 3JICMCHTOB.
3anucaTth 6YKBBI BAapHUaHTOB OTBCTOB B HY)I(HOﬁ IIOCJICA0BATCIIbHOCTH.

Omnpenennurte NOCIEAOBATEIHHOCTE 3TAMOB CO3/IaHUS UCXOISIIETO JOKYMEHTA!
a) MOANUCAaHUE JOKYMEHTA PYKOBOIUTEIIEM;

0) peructpaiys JOKyMEHTa B JKypHaJe UCXOISIIHNX;

B) OTIIpaBKa ajapecarty (1o4ra, Kypbep, 3JIEKTPOHHO);

T') TOJITOTOBKA MPOEKTa JOKYMEHTA HCIIOTHUTEIIEM;

1) COTJIACOBAHME MPOCKTA C 3aMHTEPECOBAHHBIMU JINIIAMH.

3aganue 2.2.

YcTaHOBHTE TTOCIIEAOBATEILHOCTD ATAIIOB OPTraHU3AI[UH KOMAaHIUPOBKH
COTPY/IHUKA:

a) MOJrOTOBKA ITPHKAa3a O HAIIPABJICHUH B KOMaHIHPOBKY;

0) mproOpeTeHNEe OMICTOB U OPOHUPOBAHKUE TOCTHHHMIIBI,

B) CiTyke0HOe 3a1aHue (TJIaH KOMaHIUPOBKH);

I') BbIJlaua aBaHca IoJ OTYET;

1) oopMIICHHE KOMaHIUPOBOYHOTO YIOCTOBEPEHHSI.

3amanue 2.3.

Omnpenenute NOCIEI0BATEIBHOCTD JEHCTBUN CeKpeTaps pU pUeMe MOCETUTENs
(6e3 mpeaBapUTEIbHON 3aITUCH):

a) IPEUIOKUTh TMOA0XKIATh, €CIIM PYKOBOJUTEIb 3aHSIT;

0) BBISICHUTD LI€JIb BU3UTA;

B) Y3HATh y PyKOBOJIUTEIS O BO3MOXXHOCTU IPUEMA;

T') IOMPOCHUTbH ITOCETUTENS TPEACTABUTHCS,

1) IPUTJIACUTH MOCETUTENS POMUTH K PYKOBOJUTEIIO (€CIH Pa3pelIeHo).
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3ananue 2.4.

YcraHoBuTe nocjacaoBaTCIbHOCTD ,Z[CﬁCTBHﬁ ITPHU BHCAPCHUHU HOBOT'O

nporpaMMHOro obecrieueHus B ouce:
a) ycranoBka [10 Ha pabouune craHIu;
0) o0ydenue cotpyaHukoB padore c I10;
B) aHanu3 otpedHocTe u Beioop [10;

I') TECTUPOBAHUE HA OrPAHUYEHHOM TPYIIIIE MOJIb30BaTENCH;
1) TOJIHOMACIITAOHBIN 3aITyCK B KCILTyaTallUIo.

3aganue 2.5.

OnpenenuTe moCiIe0BaTeIbHOCTD ATAIIOB 00pabOTKH TeIehOHHOTO 3BOHKA OT

KJIMCHTA:
a) MPUBETCTBUE U MPEJICTABICHUE;
0) 3aBeplIeHUE pPa3roBopa U MPoOIaHKE;

B) BBISICHCHHEC l'IOTpC6HOCTI/I M 3arpoca KJIMCHTA,

') OTBET Ha BOIPOC WJIM MEepeHanpaBieHue Ha

HY>XHOT'O CIICUAJINCTA,

1) dbukcanus KiaodeBo nHdopmaiuu (pu He0OXOIUMOCTH).

3amanue 2.6.

YcTaHOBHTE MOCIEA0BATEILHOCTD ATAIOB OPT
HOBOM oduce:

aHN3allun pa60qero IMpOCTPAaHCTBA B

a) IJITAaHWUPOBAHUE 30HUPOBAHMS M PACCTAHOBKH MEOEIH;

0) 3akymnka Me0enu u 000pyA0BaHuUS,

B) ompeereHne moTpeOHoCTel moapa3aesieHnid (KOIMIeCTBO MECT, THI 3a71a4);
T') MpUeMKa ¥ pacCTaHOBKA MeOeIH, TIOIKIIIOUCHNE TEXHUKH,
1) KOHTPOJIb TOTOBHOCTH PA00OYUX MECT K IKCIUTyaTallHH.

Kpurepuu orieHMBaHMsI TECTOBBIX 3aaHUM:

Jlnama3on 6aios Onucanue kputepus
Cebiie 80% mnpaBuiIbHBIXOOyUaromuics JIEMOHCTPHUPYET
85-100 OTBETOB. rIyOOKO€ II03HaHHE B OCBOEHHOM
MaTepHuae.
Cebimie 70% npaBuwibHBIXOOy4YaOMUMCS  MaTepual  OCBOEH
65-84 OTBETOB. MOJIHOCThIO,  0€3  CYIIEeCTBEHHBIX|
OLINOOK.
Cebiie 50% npaBuiIbHBIXOOyYaOUMMCs MaTepuail OCBOEH HeE
55-64 OTBETOB. MOJIHOCTBIO, MUMEIOTCS 3HAYUTEIbHBIEC
poOeJibl B 3HAHUSIX.
Menee 50% mnpaBuibHBIX(OOyUalOMUMCS MaTepuall HE OCBOEH,
0-54 OTBETOB. 3HaHUS 00yYarolerocs Hke 6a30BOro
YPOBHSI.
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KT - 4.

Tema 7-9.
KoHTpOJILHBIE 3aTaHUS:

3anmava 1. AHanu3 BHyTpUO(PUCHBIX OTHOLIEHUHN 1 KOH(DIUKTHBIX CUTYallui

B otnene nponax kommannu (12 4enoBeK) B TeUCHHE MecsiIa HaOII01aeTCs POCT
HanpsbkeHHoCTH. [IpuunHa — pacrpeieieHue «TeIbIX» KIMEHTOB MEXITY
MeHemkepamu. CTapiinii MeHeIKep, MOJIb3YIOIIHNIICS aBTOPUTETOM Y
PYKOBOJICTBa, PETYJISIPHO 3a0HUpaeT cebe caMbIX KPYIMHBIX KJIMEHTOB, MOTUBHPYS
9TO TE€M, YTO OH «0OJIbIIIe BCEeX MpoaaeT». HoBble COTpYIHUKN HEAOMOIYIatOT
KJIIMEHTCKYI0 0a3y, UX MOKa3aTely MMaJIaloT, OHU BhIPaXXaloT HEJIOBOJILCTBO B
Kyllyapax. PykoBoauTens oTziesna 3aHAT CTPATErHYECKUMU 3a/1a4aMy U HE
BMEIIINBAETCS.

TpebyeTcs:

Omnpenenuts T KOHMIUKTA (1T0 YYACTHUKAM, 110 IPUYUHAM
BO3HUKHOBEHUS ).

[lepeunciauTh HE MEHee 3 HEraTUBHBIX MOCIEACTBUIN JAHHOW CUTyaLUH JJIs
OT/ie7Ia M KOMIIAHUU B T[EJIOM.

[IpensioxuTh 3 BOBMOXKHBIX CITOCO0a pa3penieHns: KOHGINKTA (C O3UITIN
oduc-MeHeKepa Wik pyKOBOAUTEIS OTAEINA).

PazpaboTaTh npoduiakTHuecKyto Mepy, KOTOpas MO3BOJUT U30€kKaTh
oA0OHBIX CUTyaIuid B OyayIieM (Hampumep, periaMeHt, rnojoxenue, KPI).

3anauva 2. Pa3zpaboTka maHa odecriedeHus HenpepbIBHOCTH JiesTeibHOCTH (BCP)

Kommanus 3aHuMaercst OoHIaiiH-Toprosieil u umeet opuc ¢ 30 coTpyJHUKAMU
(oTmen 3akynok, otaen npoaax, [T-ornen, 6yxranrepus). [Ipousoiio
Ype3BbIUAHOE COOBITUE — MPOPBIB TPYOBI C ropsiueii BOJAOW B CEPBEPHOM KOMHATE
B BBIXO/HOH eHb. CepBepHOE 000pYyI0BAaHUE BBILLIO U3 CTPOSI, YACTh JaHHBIX
yTepsiHa, 0(huC HEOCTYIICH JIsl pabOTHl B TCUCHUE MUHUMYM 3 JTHEH.

TpebOyercs:

W

Omnpenenutb KPUTHIESCKH BaKHBIC (DYHKIIUU AJI1 KOMIIAHUH, KOTOPHIE
JIOJKHBI OBITH BOCCTAHOBJICHBI B TIEPBYIO o4Yepesb (He MeHee 3).
[TpennoxuTh BapuaHT OpraHu3auy paboThl COTPYTHUKOB Ha TIEPUO.T
BOCCTaHOBJICHUS oduca (yaaneHHas padoTa, pe3epBHOE TOMEIIEHUE U T.1.).
[lepeuncnuTh MephI IO BOCCTAHOBIIEHUIO JaHHBIX U [ T-uHGpacTpyKTypHI.
CocTaBUTh YEK-TUCT ICUCTBUI O(ric-MeHeKepa B TIEpPBBIC 2 Yaca Mocie
0oOHapy>KeHHS MHITUICHTA.
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3agauva 3. Opranu3zaius COBEIaHus U HH(POPMAIIMOHHOE COMTPOBOXKICHUE

PykoBoauTeIh KOMIaHUHU TOPYYHIT OPUC-MEHEKEPY OPTaHU30BaTh PACIIMPEHHOE
COBEIIaHHUE C YYaCTHEM PYKOBOJIUTENICH BceX OTAeNOB (15 yenmoBek) u
MPUTJIAICHHBIX TIPEICTaBUTENICH TapTHEPCKOW KommnaHuu (3 yermoBeka). Tema:
«MToru rofa u 1miaHel Ha cleAyromui roa». CoBelanue Ha3HAUYCHO Ha
nounenebHUK 10:00. Cettyac msirauna 15:00.

TpebOyercs:

1. CoctaBuTh MIIaH-rpa@uK MOATOTOBKU K COBEIIAHUIO (C yKa3aHUEM BPEMEHU
U OTBETCTBEHHBIX).

2. TlepeuucnanTh HEOOXOAMMBIE MaTEPUAIIBI U 00OPYIOBAHUE ISl TPOBEICHUS
COBENIaHUS.

3. Hamwmcarb TEKCT 3JIEKTPOHHOTO MUChMa-IIPUTIIAIICHUS 1JI11 BHYTPEHHUX
YYaCTHHUKOB.

4. TlonroroButh GopMy MpOTOKOJIA cCOBEIaHUs (11a0JI0H C OCHOBHBIMU
pazzuenaMmm).

3amaua 4. O6ecneueHue HHOOPMAITMOHHON OE30MTaCHOCTH

B oduce kommannm coTpyIHUK OTAENa KaAPOB, YBOJIBHSSICH, CKOTTMPOBAJ Ha
¢braemKky 0a3y JaHHBIX C JIMYHBIMU JAHHBIMHA BCEX COTPYIHUKOB (TTACIIOPTHHIE
naunuble, UHH, CHUJIC, agpeca) u nepcoHalibHbIE TaHHbIE KaHAUAATOB. Dienika
ObLIa TOTEPSIHA 10 AOPOTe TOMOM.

TpebyeTcs:

1. OmpenenuTh, KAKUE HOPMATUBHBIE aKTHI (3aKOHBI) HAPYIICHBI B TAHHOM
CUTYaIlUH.

2. TlepeuncianTh MEpPBI, KOTOPBIEC TOJDKEH OBLT IPEATNPUHATH O(HUC-
MeHeKep/paboToaaTeNb ISl TPEIOTBPAIICHUS TT0I00HON YTEUKH.

3. Ommcarh anropuT™ ACUCTBUHN TIPH OOHAPYKEHUU (HaKTa YTEUKU
MEePCOHAIBHBIX IAHHBIX (ITOIIATr0BO).

4. Tlpennoxxuth 3 TEXHUUECKUX WU OPTaHU3AIMOHHBIX CITOCO0a 3alUThI OT
KOIMMPOBAHUS JAHHBIX HA CHEMHBIC HOCUTEIIH.

Kpurepuu olieHMBaHUSI KOHTPOJIBHBIX 3a/1aHUA:

Jlnama3on 6ayioB Onucanue KpuTepus
25-100 OOyuaronMes 3a7jaHue BBIOJHEHO 0e3 OMHMOOK U B TOJIHOM
o0BeMe.
OOyuaromMcss B LEJIOM  3aJlaHH€ BBINOJIHEHO, HMEIOTCS
65-84 OTJeNbHbIE HETOUHOCTH WUJIM HEJOCTATOYHO MOJHBIE OTBETHI, HE
cojiepKaliie OmuoOOoK.
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55.64 OOyyarommMcst ~ JOMYIIEHBl ~ OTHENbHBIE  OMIMOKH  TIpU
BBITMIOJTHCHHUH 33JIaHUS
Y oOydJaromerocss OTCYTCTBYIOT OTBETHl Ha OOJBITUHCTBO
0-54 BOIIPOCOB 33J1auM, 3a/IaHUE HE BBIMOJHEHO WJIM BBIMOJHEHO HE
BEPHO.

5.5. Omnwucanue JOMOJHUTEIBHBIX MaTepuajoB H  00OpYyIOBaHUS,
HEOOXOMMBIX JIJIs1 BBIMOJHEHUS TPOBEPOUHBIX 3aJaHU (npu Heobxooumocmu).

JUist  pemieHust KOHTPOJBHBIX 3aJlaHUM  O0ydaroleMycsi pa3periaeTcs
UCITIOJIb30BAHUE KATBKYJISTOPA.

6. DopMbI NPOMEKYTOYHOM ATTECTAIUMN, KPUTEPHH U HIKAJIA
OLICHMBAHUS, TUNIOBbIC OLICHOYHbIC MATEPHUAJIbI 10 JUCUHUILJIMHE

6.1. TIpomexxyTouHass arrectauusi (PK3aMEH) MPOBOAMTCS B MHCbMEHHOU
dopme. OOyuaromuiicss NoayyaeT 3K3aMEHAIMOHHBIN OMJIeT ¢ BapuaHTaMu 3ajad.
OOyuaromuiics Moy4aeT YMCThle MAPKUPOBAHHBIE JIMCTHI OyMmMaru Jjs 3amnucei
pelieHust 3ajay, 3aTeM MNpUCTynaeT K pemeHuto. HeoOXxoaumo naTh OTBET B
NUCbMEHHOM BHUJE, MOAPOOHO M3IOKHMB XOJ PEIICHUS, NpPH HEOOXOAMMOCTH
3aBEPIIUThH PEIICHUE BHIBOJAMHU.

Paszpen 1

Tema 1.1. O¢puc B coBpeMeHHOI cucTeMe YIIPAaBJICHUA MAJIbIM OU3HECOM.

IIK-3.2.

1. 3aaHus OTKPHITOrO TUIIA
1.1. Bonpochbl OTKPBITOr0 THIIA

No
- Bomnpoc
n/n P
| Poinb 1 MecTO ouca B cucTemMe ynpaBiieHUs] COBPEMEHHON OpraHu3auei
' HETIPOM3BOJICTBEHHOM C(hephI
2. [TpuHIMIBI 1 METOBI AIMUHUCTPUPOBAHUS B IEATEIILHOCTH O(hUC-MEHEeIKepa

1.2. KoHTpOJIbHBIE 32/1aHNS C KJIKYAMHU IPABUJIbLHBIX 0TBETOB

3aganmue 1.

B opranuzaruu Henpou3BoACTBEHHON cepbl (KOHCAIITUHTOBAsI KOMITAHHMS)
ITaTHAs YMCIEHHOCTh cocTarisieT S0 yenoBek. B mraTHOM pacnucanuu
IPEeIyCMOTPEHA TOJDKHOCTH ouc-meHekepa. Onpenenure He MEHEe TSTH
OCHOBHBIX (YHKIMI oHrc-MEHeKepa B TaHHOU opraHu3anuu. O00CHYHTe, KaKue
U3 3TUX PYHKIIUNA OTHOCATCS K MHGOPMAIIMOHHOMY B3aWMOJICHCTBUIO C
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PYKOBOJMTEIIEM, a KaKHE — K OpraHU3al[Mu PEIIEHUs BOIIPOCOB, HE TPEOYIOIINX
y4acTHsl pyKOBOJAUTEIIS.

3aganmue 2.

Onpenenure, Kakue U3 NEPEUUCIECHHBIX 3a/1a4 OTHOCATCSA K KOMIIETEHIIUU
oduc-mMeHeKepa, a Kakue TpedyroT 00s3aTeIbHOIO YyYacTHUsl pyKOBOAUTEIIS:
3aKyIKa KaHIIEIIPCKUX TOBAPOB, MOAMMCAHUE TOTOBOpa apeH bl odrca,
yTBEpKJIeHHUE TpaduKa OTIYCKOB COTPYIHUKOB o(rica, 3aka3 BOJBI B KyJep,
MIPUEM U paclpeieieHne BXOASIIENH KOPPECTOHAEHIIMH, YBOJIBHEHHE COTPYAHUKA
odwuca.

2. 3agannss KOMOMHMPOBAHHOTO THUIIA
2.1. TecToBbIE 32/1aHUSA C 000CHOBAHUEM BbIOOpa

ApryMeHTHI,
000CHOBBIBAIOIITNE
BBIOOp OTBETA

No [IpaBuibHBIN
Coneprxanue 3agaHust
/T OTBET

Yo 13 MEepEeYNCICHHOTO SIBIISICTCSI
NEpBUYHON QYHKIIMEH oduca Kak
YIIPaBJICHYECKON CTPYKTYpbI? BapraHThl
OTBETOB: &) MPOU3BOCTBO TOBAPHOM

1. npoaykmuu; 6) naHGopMaImoHHOE
o0ecrieyeHne NPUHATHS PELICHUIA; B)
COBIT TOTOBOH MPOIYKIIMY Ha BHEITHUX
PBIHKAX; I') BeZICHHE OyXTraJTepcKOro
ydera.

Kakoii npuHIMn aiMUHUCTPUPOBAHUS
MPEANOJaraeT, YTo Kax/ablid COTPYAHUK
JIOJKEH TOJIy4aTh PaclopsKeHUs
TOJIBKO OT OJHOTO HEMOCPEACTBEHHOTO
2. pykoBoauTens? BapuaHTsl OTBETOB: a)
MIPUHIINI eIMHOHAYAHST; O) TIPUHIIHIT
paszenenus Tpyaa; B) MPUHIIMIT
CKJISIPHOM 1eNH; T) NPUHIUIT
JTUCIUIIIAHBI.

3. 3ajanusi 3aKPHITOr0 THIA

3.1. TecToBBIC 3aJaHUSA

Tect 1.

BHumaTenbHO MpouYdTaTh TEKCT 3aJaHUsl M MOHATh, YTO B KaueCTBE OTBETA
0’KHJIa€TCS TOJIBKO OJIMH U3 MPEAJIOKEHHBIX BapUaHTOB. BHUMATEIbHO MIPOYUTATH
peI0KEHHBIC BAPHAHTHI OTBEeTa. BBIOpAaTh OIMH BEpHBIN OTBET. 3aIIMCaTh TOJILKO
OYKBY BBIOpaHHOTO BapHaHTa OTBETA.

UTo M3 epeYnCICHHOTO SIBISSTCS MIEPBUYHON (PyHKIHEH oduca Kak
YIPABJIEHUYECKOU CTPYKTYPHI?
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a) MIPOU3BOJICTBO TOBAPHOMN MPOAYKIIHUH;

0) nuadopmalmoHHOe 00eCTIeYeHUE TPUHATHS PEIICHU;
B) COBIT TOTOBOM MPOIYKITUU HA BHEITHUX PHIHKAX;

I') BeJieHHEe OyXrajaTepcKoro yuera.

Tect 2.

BraumarensHo IpOYUTATh TCKCT 3aJlaHUs U IIOHATH, YTO B KA4CCTBC OTBCTA
O0XKMAACTCA HCCKOJIbKO ITPaBHUJIBHBIX OTBCTOB U3 IIPCAJIOKCHHBIX BAPHAHTOB.
BaumarensHo IpOoYUTaTh IIPCAJIO0KCHHBIC BApUAHTBI OTBCTA. BbIGp&Tb HCCKOJIBKO
IMpaBUJIbHBIX OTBCTOB. 3amnucaTth TOJIBKO 6YKBBI Bbl6paHHBIX BApUAHTOB OTBCTA.

Kakwue 3amaun peraer opuc-MeHeKep B paMKax aIMUHUCTPUPOBAHUA?

a) opraHu3anus JOKyMEeHTO000pOTa;

0) pa3paboTKa CTpaTeruu pa3BUTHS MPEANPUITHUS;
B) KOOpAUHAIIUS paOOThl BCIIOMOTATEIbHBIX CITYXO0;
I') ompesieNieHue aCCOPTUMEHTHOM MOJIUTUKH;

1) obecrieueHre HHMOPMAIIMOHHOM 0€30MacHOCTH.

Tema 1.2. Knaccudpuxkanus odpucon ajs masuoro ousneca. I1K-3.2.

1. 3aiaHus OTKPHITOrO TUIIA
1.1. Bonpochl OTKPBITOrO THIIA

No
h Bomnpoc

I1/T1 p

1 Knaccudukanus Bu10B 0(pHCOB: MPEUMYIIECTBA U HEJJOCTATKH OTKPBITHIX U 3aKPBITHIX
’ O(UCHBIX MPOCTPAHCTB

2. CoBpeMeHHOe oucHOE 000py0BaHUE U TPEOOBAHHUS K €T0 IKCILTyaTaIliu

1.2. KoHTpOJIbHBIE 3aJaHNS ¢ KJIIOYAMH IPABUJIbHBIX OTBETOB

3ananue 1.

CpaBaute OTKpwITBIH oOduc (Open space) W KaOWHETHYIO CHCTEMY
opraHuzanuu 0(UCHOTO MPOCTPAHCTBA. 3aNOJIHUTE TAOIUITy, yKa3aB HE MEHEE TPEX
NPEUMYILECTB U TPEX HEJIOCTATKOB Il KQXKI0TI0 TUIA oduca.

3aganmue 2.

B oduce xommanuu Ha 20 yeraoOBEK BBIIENT U3 CTPOS CETEBOM MPHUHTED.
Onpenenure MOCAEAOBATENIBHOCTh JEUCTBUI O(uUC-MEHeIKepa MO PEIICHUIO
naHHOM mpo6sieMbl. Kakue qoKyMeHThl HE0OX0AUMO OGOPMUTD ISl PEMOHTA WU
criucaHus 000py1oBaHus?

2. 3aanust KOMOMHUPOBAHHOIO THIIA

2.1. TectoBble 3agaHus ¢ 000CHOBaHUEM BbIOOpa
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ApryMeHTHlI,
000CHOBBIBAIOIINE
BEIOOp OTBETA

Ne [IpaBunbHBIN
Conepxanue 3aJjaHus
/1 OTBET

UYro xapakTepu3yeT KOHIIETIINIO
«oTKpbITOrO 0dhuca» (Open space)?
BapuaHThI OTBETOB: a) HaTMUME
OTJCIbHBIX KAOUHETOB IS
Ka)XJIOTO COTPYAHUKA; 0) €MHOE
1. pabodee mpocTpaHCcTBO O€3
KaIlTUTAITLHBIX ITEPETOPOIOK; B)
MOJTHASL y/IaJICHHAS 3aHSATOCTh BCEX
COTPYZHUKOB; T) HCIIOJIb30BAaHHE
UCKJIIOUUTENIEHO OYMa)kKHOTO
JIOKyMEHTO000POTA.

Kaxoit Tun oduca npeamnonaraer
BPEMEHHOE UCIIOJIb30BaHUE
pabouero nMpocTpaHcTBa pa3HbIMU
2. corpyaHukamu? BapuaHTbl
OTBETOB: a) KOBOPKHHT; 0)
CTallMOHAPHBIN 0duc; B) 63k-0duc;
r) pponT-0dHUC.

3. 3ajanusi 3aKPBITOr0 TUIA
3.1. TecToBBIC 3aJaHUA
Tect 1.

BHuMaTensHO MpOYUTaTh TEKCT 33aHUS U MTOHSTh, YTO B KAYECTBE OTBETA
0’KU/Ia€TCs TOJIKO OJIMH U3 MPEUIOKEHHBIX BAPUAHTOB. BHUMATENbHO MTPOYUTATh
npeJI0KEHHbIE BApUAHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJILKO OYKBY BHIODAHHOTO BapuaHTa OTBETA.

Kakoii Tun oduca npeanonaraet BpeMEHHOE UCTOIb30BaHUE pab0overo
IPOCTPAHCTBA Pa3HbIMU COTPYAHUKAMU?

a) KOBOPKHUHT;

0) cTauoHapHbIi oduc;
B) OnKk-0uc;

r) ¢ppoHT-0UC.

TecT 2.

BnaumarensHO IMPOYUTATh TCKCT 3aJaHNA U IIOHATH, YTO B KAYCCTBC OTBCTA
0K AACTCs HECKOJIBKO ITPAaBUJIBHBIX OTBCTOB M3 MPCIJIOKCHHBIX BAPUAHTOB.
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BHumarensHO IMPpOYUTaTh MPCAIOKCHHBIC BAPpHAHTBI OTBETA. BBI6paTL HECKOJIBKO
IIpaBUJIbHBIX OTBCTOB. 3anucaTth TOJBKO 6YKBI>I BLI6paHHI>IX BapHaHTOB OTBCTA.

Kakoe 000opynoBaHre OTHOCUTCSI K OCHOBHBIM CPEJICTBAM OPTTEXHHUKHU B
COBpeMeHHOM oduce?

a) MHOTO(DYHKITMOHAJILHOE YCTPOUCTBO (MDY);
0) IPOMBIIIEHHBIN CTAHOK;

B) MPOEKTOP JJIs IPE3CHTALINI;

') KOHBEMepHas JIeHTa;

1) CEpBEP JIsSl XPAHEHHUSI TaHHBIX.

Tema 1.3. Onpenenenue 3pronoMukn opucHoro npocrpancrnaa. IIK-3.2.
1. 3aaHus OTKPHITOrO TUIIA
1.1. Bonnpochbl OTKPBHITOr0 THIA

Ne i/m Bomnpoc

[TonsiTue sproHoMuku opucHOro npocrpaHcTsa. OCHOBHBIE TPEOOBAHUS K
OopraHm3anuu pabo4yero Mecra

Bnusiaue sproHoMudeckux pakTopoB Ha MPOU3BOIAUTENBHOCTD TPY/Ia U 30POBbE
COTPYAHHUKOB

1.2. KoHTpOJIbHBIE 32/1aHNS C KJIKYAMHU IPABUJIbLHBIX 0TBETOB

3aganmue 1.

[IpoBeanTe 3ProHOMUYECKHI aHAIM3 TUIIOBOIO pabodero mMecra O(HUCHOIO
COTpYAHHMKA, YKa3aB HE MEHEE ISITH HapylIIeHWW SProHOMHYECKHX TpeOOBaHUM
(ocBellieHUE, MOJIOKEHHE TEJa, PACTIOIOKEHNE 000pyA0BaHUs U T.1.). 11 Kaxk10ro
HapYILLIEHUs MPEAJIOKHUTE CIIOCO0 YCTpaHEHHUS.

3aganmue 2.

CocTaBbTe pEeKOMEHIAIINH JIJIs1 COTPYAHUKOB O(hrca o OpraHu3aiui pabodero
MeCTa 32 KOMITbIOTEPOM (HE MeHee 7 MYHKTOB) C LEIbI0O CHUKEHHSI Harpy3Ku Ha
ONOPHO-JIBUTaTEIbHBIN alapaT U OpraHbl 3pEHUSL.

2. 3agannss KOMOMHMPOBAHHOTO THUIIA

2.1. TecToBbBIE 32/1aHUSA C 000CHOBAHUEM BbIOOpa

ApryMeHTHI,
000CHOBBIBAIOIITHE
BBIOOp OTBETA

No [IpaBuibHBIN
Coneprxkanue 3agaHus
/11 OTBET

Uto n3yyaeT ’proHOMHKa
MPUMEHHUTEIHHO K OUCHOMU cpee?
1. BapuaHTBI OTBETOB: a) FOPHANYECKHUE
aCTIEKTHI TPYJIOBBIX OTHOLICHU; 0)
ONTUMM3AIINIO B3aUMO/ICHCTBUS
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ApryMeHTHI,
000CHOBBIBAIOIITHE
BBIOOp OTBETA

No [IpaBuibHBIN
Coneprxanue 3agaHust
/T OTBET

YCJIOBCKA U TCXHUKU AJIA ITOBBIIIICHU L
3 pexkTUBHOCTH U OE30TTACHOCTH; B)
OyXTanTepCKHii y4eT OCHOBHBIX
CPE/CTB; T') MApPKETUHTOBBIC CTPATETHH
IMPOABUIKCHUSA TOBAPOB.

UYto n3yyaer 5proHOMHUKA
MPUMEHUTEIHHO K OPUCHOU cpene?
BapuaHTbl OTBETOB: a) FOPUIUIECKUE
aCIeKThl TPYIOBBIX OTHOIIIECHHUI; 0)
ONTUMHM3AINIO B3aUMO/ICHCTBUS
YeJIOBeKa U TEXHUKH ISl TOBBIILICHUS
3¢ (HEeKTUBHOCTH 1 0E€30MACHOCTH; B)
OyXrajaTepcKuil yueT OCHOBHBIX
CPEJICTB; T) MAPKETHHTOBBIC CTPATETHH
MPOJBUKEHHS TOBAPOB.

3. 3ajaHus 3aKpPBITOrO THIIA

3.1. TecToBBIC 3aJaHUA

Tecr 1.

BHuMaTenbHO MPOUYUTATh TEKCT 33aJaHUS U ITOHSATh, UTO B KAUECTBE OTBETA
OKUJAETCsI TOJIBKO OJIMH U3 MPEJIOKEHHBIX BApUaHTOB. BHUMAaTENbHO NPOUNTATH
IpeJI0KEHHbIE BAPUAHTHI OTBETA. BpIOpaTh 01MH BEpHBIN OTBET. 3anncaTh
TOJILKO OYKBY BBIODAHHOT'O BapuaHTa OTBETA.

UTo n3yyaeT 3proHoOMUKa MPUMEHUTENIbHO K 0UCHOM cpene?

a) FOPUINYCCKHE aCIIEKThI TPYIOBBIX OTHOIICHUI;

0) ONTUMU3ALIMIO B3aMMOICHCTBHS YeJIOBEKA U TEXHUKHU JUIS IIOBBIIIICHUS
3 PEeKTHBHOCTH 1 OE30IMaACHOCTH;

B) OyXTaJITePCKUI y4eT OCHOBHBIX CPE/ICTB;

') MAPKETUHTOBBIC CTPATETUH TPOJIBIKCHUS TOBAPOB.

Tect 2.

BauMarenbHO npoyuTaTh TEKCT 3aJIaHUs ¥ TIOHATh, YTO B KAUe€CTBE OTBETA
0’KMIAETCSI HECKOJIBKO TTPaBUJIBHBIX OTBETOB M3 MPEIJIOKEHHBIX BAPUAHTOB.
BuuMarenbHO nMpoyuTaTh MpeiIoKeHHBIE BApUaHThl OTBETa. BHIOpaTh HECKOJIBKO
MIPaBUWIBHBIX OTBETOB. 3aIMCaTh TOJbKO OYKBBI BELIOpAHHBIX BAPUAHTOB OTBETA.

Kakue napameTpsl MUKpOKIMMAaTa 0(puca peryaupyroTcsi CAHUTaApHbIMA HOpMaMu
Y TIpaBUJIAMU?
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a) TeMIeparypa BO3ayxa;

0) oTHOCUTENbHAS BIAXKHOCTH BO3/IyXa;
B) KOJIMYECTBO KOMHATHBIX PACTCHH;
') YPOBEHb IIyMa;

1) KOJTMYECTBO COTPYAHUKOB B KOMHATE OT/IbIXA.

Pa3znen 2

ITK-3.2.

1. 3a1aHus OTKPBITOrO0 THIIA
1.1. BonpocbI OTKpPBITOrO THIA

Tema 2.1. UHpopManiuOHHOE U IOKYMEHTALMOHHOEe o0ecneyenune oduca.

No i/t Bompoc
1. Cucrema JOKyMEHTAI[HOHHOTO O0ECTICUeHUS YIIPABICHUS: TIOHITHE, LIETH, 3aa4l
2. [IpaBuna popMupoBaHUs U UCTIOIB30BAHUS 0a3 JAHHBIX B IEATEILHOCTH ouca

1.2. KoHTpOJIbHBIE 32/1aHNS C KJIKYAMH PABUJIbLHBIX 0TBETOB
3ananue 1.
Pa3zpabotaiiTe cxemy ABMIKEHUS BXOMISIIETO TOKyMEHTa (TTMCHMO OT
rOCy/IapCTBEHHOTO OpraHa) B OpraHu3aluu. Y KaKUTE BCE 3TAIlbl OT MOCTYTIICHUS
70 niepenayu B apxuB. OmnpeneanTe OTBETCTBEHHBIX 3a KaXKIbIi JTal.
3ananue 2.
[lepeuncnure HE MEHEE MATH BUAOB KOH(UIECHIIMAIBHON HHpOpMaLnH,
KOTOpasi MOXKeT oOpamiatbest B opuce. [ kax10ro BUaa MpeaiokKUTe Crnocod

3alIUTHl OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.
2. 3aanust KOMOMHUPOBAHHOIO THIIA

2.1. TectoBble 3agaHusA ¢ 000CHOBaHUEM BbIOOpa

/1

Coneprxanue 3agaHust

IIpaBunbHBIN
OTBET

ApryMeHTHI,
000CHOBBIBAIOIINE
BBIOOp OTBETA

UTo nmoHMMaeTcs o1 HOMEHKJIIATypOil
JIe]1 B opranu3anuu’? BapuanTbel OTBETOB:
a) MepeyveHb JOHKHOCTEN COTPYAHUKOB;
0) crucTeMaTU3MPOBAHHBIN NEPEYCHb
3aroJIOBKOB JI€JI, 3aBOJINMBIX B
OpraHu3aliy; B) CIUCOK BHEIIHUX
KOHTPAreHTOB; I') KaJIeHJapb COBEIaHui
Ha TO/I.

Kaxkoif TOKyMeHT periaMeHTUpyeT
MOPSITIOK pabOTHI ¢ KOH(UICHITUATBEHON
uHpopManrei B opranuzanun’?
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ApryMEHTHI,
000CHOBBIBAIOIINE
BBIOOp OTBETA

No [IpaBuibHBII
Coneprxanue 3agaHust
/T OTBET

BapuaHTsl OTBETOB: a) MITaTHOE
pacrniicanue; 0) OJIOKEHHUE O
KOMMEpYECKOM TaliHe; B) KOJUIEKTUBHBIN
JIOTOBOD; T') TpaUK OTITYCKOB.

3. 3agaHus 3aKpHITOr0 THIA

3.1. TecToBBIC 3aJaHUSA

Tecr 1.

BuumarenbHO MPOYUTATh TEKCT 33aJaHUs U MOHATH, UTO B KAUECTBE OTBETA
OKUJAETCsI TOJIBKO OJIMH U3 MPEIJIOKEHHBIX BApUaHTOB. BHUMaTENbHO MPOYUTATH
peI0KEHHbIE BApUAHTHI OTBETa. BrIOpaTh 01MH BEpHBIN OTBET. 3anucaTh
TOJIbKO OYKBY BHIODAHHOTO BapuaHTa OTBETA.

UTo noHMMAaeTCA MoJi HOMEHKJIATYpO# A€ B opraHuzanuu’?

a) MepevYeHb JOJIKHOCTEN COTPYTHUKOB;

0) cucTeMaTU3UPOBAHHBIN TIepeUYEHb 3ar0JI0BKOB JIJI, 3aBOJUMBIX B OpraHU3alllH;
B) CIIMCOK BHEIIIHUX KOHTPAreHTOB;

I') KaJeHaaph COBEIAHUN Ha TOJ.

Tecrt 2.

BHuMartenbHO MpounTaTh TEKCT 3aJ]aHUsI ¥ TIOHATh, YTO B KAUYECTBE OTBETA
0’KMIAETCSI HECKOJIbKO TTPaBUJIBHBIX OTBETOB M3 MPEIJIOKEHHBIX BAPUAHTOB.
BaumaTenpHO pounTaTh MpeasioKeHHbIE BAPUAHTHI OTBETa. BrIOpaTh HECKOIBKO
MPaBUJILHBIX OTBETOB. 3aMMCaTh TOJIHKO OyKBBI BHIOPAHHBIX BAPUAHTOB OTBETA.

Kaxkue AOKYMCHTBI OTHOCATCA K OpFaHI/ISaHI/IOHHO—paCHOpHI[I/ITeJ'IBHLIM?

a) yCTaB OpraHu3alluu;

0) mpuka3s o rmprueme Ha padoTy;

B) TUCHMO-TIPUTJIAIIICHHUE TTAPTHEPA;
T') TOJDKHOCTHAS MHCTPYKIIHS;

1) OTYET O KOMaHIUPOBKE.

Tema 2.2. Kommynuxkauuu B oduce. I1K-3.2.
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1. 3ajaHust OTKPBITOrO0 THIIA
1.1. Borpochl OTKPBITOr0 THIIA

Ne /it Bompoc

l. Buasl KOMMyHHKaUi B OpraHU3aliu U UX POJIb B YIIPABJICHUYECKOU EATEIbHOCTH

2. [TpaBuiia BeeHUS 1€TOBOM NIEPETIUCKH U TeNe(OHHBIX TIEPErOBOPOB

1.2. KoHTpoOJIbHBIE 3a1aHNS ¢ KJIIOYAMH IPABUJIbHBIX OTBETOB

3aganmne 1.

Hanuiure 1enoBoe nMchM0-3apoc MOTEHIIMAIbHOMY OCTABIIMKY
KAHIIEJIAPCKUX TOBAPOB. Y KAXKUTE: PEKBU3UTHI OpPraHU3aluU-OTIPABUTEIS, 3aIIPOC
Ha KOMMEpYECKOe Mpe/IoKEeHre, TPOch0y yKa3aTh CPOKU MOCTABKU U YCIOBUS
OTLIIATHI.

3aganmue 2.

CocraBbTe IJIaH-CLIEHAPU POBEICHUS ONIEPATUBHOIO COBEIIAHUS OTAENa
(15 yenoBek) NPOAOIKUTENLHOCTHIO 30 MUHYT. YKaKUTE BPEMEHHBIE pAMKHU JIJIs
KQXKJIOTO 3Tara, TeMy COBEIIaHUs, IEPEUeHb BOIIPOCOB ISl OOCYKICHUS U
0’XKMJaEMbIE pe3yJIbTaThl.

2. 3axaHusi KOMOMHUPOBAHHOIO THIIA

2.1. TecroBble 3a1anusi ¢ 000CHOBAHHEM BbIOOpA

AprymeHTsl,
000CHOBBIBAIOIIINE
BBIOOp OTBETa

Ne [IpaBuibHbIN
Coneprkanue 3a1aHus
/11 OTBET

UTO OTHOCUTCS K BEPTUKAIHHBIM
KOMMYHHUKAIMSIM B OpraHu3aluu?
BapuanTel 0TBETOB: a) 0OMEH
UHpOpMaLKel MeX1y COTPYIHUKAMHU
OJTHOTO OTJeNa; 0) B3auMo/ieiicTBre
MEXIY PyKOBOJUTEIEM U
NOJYMHEHHBIMH; B) OOIIECHHE
COTPYAHHUKOB BO BpeMsl He(hOpMaJIbHBIX
MEPONPUSITHI; I') IEpENHCKa C
BHEIIIHUMH NMapTHEPAMHU.

Kaxoii »aHp 1e510B0M epenucKu
UCIIOJIb3YETCS ISl IEpBOHAYATIBLHOTO
oOpalieHus K KOHTPareHTy ¢
MpeJIOKEHUEM O COTpYIHIUYECTBE?
BapuaHThl OTBETOB: a) MHCHMO-
W3BEIICHHUE; 0) MUCHMO-TTOATBEPIKICHHUE;
B) MUCHMO-TIpeIOKEeHNE (0depTa); T)
NUCbMO-HAIIOMUHAHHE.
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3. 3agaHus 3aKpPBITOrO THIIA

3.1. TecToBBIC 3aJaHUSA

Tecr 1.

BuumartenbHO MpOYUTATh TEKCT 3aJJaHUs U TOHSATH, YTO B KAUECTBE OTBETA
OKUJIAeTCsI TOJIBKO OJIMH U3 MPEJIOKEHHBIX BapUaHTOB. BHUMAaTENbHO MPOYUTATH
npeJIoKEHHbIE BapUAHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJIbKO OYKBY BHIOPAHHOT'O BapUaHTa OTBETA.

YTo OTHOCHUTCSA K BCPTUKAJIBbHBIM KOMMYHUKAIIUAM B OpFaHI/IBaHI/II/I?

a) oOMeH uHdopMalret Mex 1y COTpyIHUKaMHU OJIHOTO OT/IENa;

0) B3auMO/IeMCTBUE MEXKTY PYKOBOJUTEIEM U MO JUMHEHHBIMH;

B) OOIIIEHHE COTPYAHUKOB BO BpeMsi HE(hOpPMaIbHBIX MEPOITPUSTUH;
I') IepenucKa ¢ BHEIIHUMHU MMapTHEPaMHU.

Tect 2.

BaumaTenpHO MpounTaTh TEKCT 3aaHUS U MIOHATH, YTO B KAYECTBE OTBETA
0’KH]1ae€TCS HECKOJILKO MPaBUIILHBIX OTBETOB U3 MPEIIOKCHHBIX BAPUAHTOB.
BaumaTenpHO pounTaTh MpeasioKeHHbIE BAPUAHTHI OTBETa. BRIOpaTh HECKOIBKO
MIPaBUJILHBIX OTBETOB. 3aMMCaTh TOJHKO OyKBBI BHIOPAHHBIX BAPUAHTOB OTBETA.

Kaxkue npasuna agdexruBHOr0 001IeHNs 110 TenedoHy cleayeT coomoaarh oduc-
MEHeKEpy ?

a) MPeICTaBIATHCS B HaUaje pa3roBopa;

0) UCTOJIb30BATh IPOMKYIO CBSI3b 0€3 MpeypPekICHUsT COOECeTHUKA;
B) YTOUHSTH, YI00HO JIU TOBOPUTH COOECETHUKY;

I') 3aTATMBaTh pa3roBop Oosee yem Ha 30 MUHYT O3 may3;

1) 3aMMCHIBATh KIFOYEBYIO HH(DOPMAIIMIO BO BPEMS pa3roBopa.

Tema 2.3. Opranmsanusi padoyero NnpPOCTPAHCTBA KAaK HWHCTPYMEHT
NOBbILIeHUA MpousBoauTeabHocTu. IK-3.2.

1. 3agaHust OTKPBITOrO THIIA
1.1. BonpochbI OTKpPBITOr0 THIIA

No

i Bomnpoc

CoBpeMeHHbIe KOHIETIIUU OpraHu3anuu opucHoro npoctpancraa: Open space, ABW,
rudpuiHbIe GOPMATHI
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No

i Bomnpoc

2. [TpunHnmnIb 30HUPOBaHUS Odrca U YIIPaBICHUS TOTOKAMH COTPYAHUKOB

1.2. KoHTpoOJIbHBIE 32a1aHNS ¢ KJIIOYAMH IPABUJIbHBIX OTBETOB
3aganmne 1.

Pazpaboraiite cxemy 3oHupoBanus oduca s IT-komnanuu Ha 40 YesoBeK.
Breimenure He meHee 5 (QYHKIMOHANBHBIX 30H (pabouasi, MeperoBOpHas, 30Ha
oT/AbIXa, cepBepHas u T.1.). OOOCHYWTE HEOOXOJUMOCTb KaXXJI0Ml 30HBI U
peJIoKUTE TPEOOBaHUS K €€ OCHAIICHHIO.

3ananme 2.

CocTaBbTe perjaMeHT HCIOJIb30BaHMs MEPEroOBOPHBIX KOMHAT B odrce (Ha 3
MEePEroBOPHbBIE  KOMHATHI  Pa3HOM  BMECTUMOCTH). BkirounTe  mpaBuiia
OpOHUPOBAHMS, MaKCUMAIbHYIO MPOJIODKUTEILHOCTh HCIOJIB30BaHUS, TOPSIOK
paspernieHus: KOH)IUKTHBIX CUTYallU MPU TIEpPEeCceUeHNr OPOHUPOBAHUM.

2. 3aiaHusi KOMOMHUPOBAHHOIO THIIA
2.1. TectoBble 3agaHusA ¢ 000CHOBaHHEM BbIOOpa

AprymeHTsl,
000CHOBBIBAIOIIINE
BBIOOp OTBETa

No [IpaBunbHBIH
Conepxanue 3aJjaHus
I1/11 OTBET

Uro npeamnonaraet KOHICTIIHS
opraHu3zayu pabouero MpocTpaHcTBa
Activity Based Working (ABW)?
BapuaHThI OTBETOB: a) 3aKpeIlICHUE 32
KQKIBIM COTPYTHUKOM CTPOTO
OTpeIeTICHHOTO pabovero MecTa; 0)

l. MPEOCTaBIEHUE COTPYTHUKAM BBIOOPA
Pa3IMYHBIX 30H JUTSI BBITIOJTHEHUS
Pa3HBIX TUIOB 33/1a4; B) MOJIHBIN OTKa3
OT 0(pHCHOTO IPOCTPAHCTBA B TIOJIH3Y
yJlaJIeHHOW paboTHhI; I') pa3MeLIeHnEe BCexX
COTPYZHUKOB B OTACIBHBIX 3aKPBITHIX
KaOWHeTax.

Kakoii Tum 30HbI B 0drice nIpeaHa3HaYeH
JUISL KPaTKOBPEMEHHOI'O OTJIbIXa 1
HedopmMaapHOTO 00MIeHus? BapraHThl
OTBETOB: a) MEPEroBopHasi KOMHaTa; 0)
30Ha JIaHY-pyM (KyXHsl, CTOJIOBasi); B)
CEpBEpHAs; T) apXHB.
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3. 3agaHus 3aKpHITOr0 THNA

3.1. TecToBBIC 3aJaHUSA

Tecr 1.

BuumartenbHO MpOYUTATh TEKCT 3aJJaHUs U TOHSATH, YTO B KAUECTBE OTBETA
OKUJIAeTCsI TOJIBKO OJIMH U3 MPEJIOKEHHBIX BapUaHTOB. BHUMAaTENbHO MPOYUTATH
npeJIoKEHHbIE BapUAHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJIbKO OYKBY BHIOPAHHOT'O BapUaHTa OTBETA.

Uro npennonaraet KOHIEIHS OpraHu3aliy padodero mpoCcTpaHCTBa
Activity Based Working (ABW)?

a) 3aKperieHUE 3a KaKIBIM COTPYAHUKOM CTPOTO OMPEACIEHHOTO pabovero
MECTa;

0) mpeaocTaBIeHUE COTPYAHIUKAM BBIOOpa PA3IMUHBIX 30H ISl BHITTOTHEHUS
Pa3HbIX TUIOB 3a/1ay;

B) MOJHBIN OTKa3 OT O(UCHOIO IPOCTPAHCTBA B MOJIb3Y YJIaJI€HHON padoThI;
I') pa3MeIIeHre BCEX COTPYAHUKOB B OT/IEIbHBIX 3aKPBIThIX KaOMHETaX.

Tecr 2.

BuumarenbHO MpOYUTATh TEKCT 33aJJaHUs U MOHATh, UTO B KAUECTBE OTBETA
O’KUJIAeTCsl HECKOJIBKO MPaBUJIbHBIX OTBETOB U3 MPEJIOKEHHBIX BAPUAHTOB.
BHuMaTenbHO MpOYUTATh MPENIOKEHHbIE BAPUAHTHI OTBETA. BbIOpaTh HECKOIBKO
MPAaBHJIbHBIX OTBETOB. 3aMMCaTh TOJIHKO OyKBHI BHIOPAHHBIX BAPHAHTOB OTBETA.

Kakue npenmyiecTBa 1aeT BHEAPEHUE OTKPHITOTO O(PHCHOTO MPOCTPAHCTBA
(Open space)?

a) yJIydlIeHue KOMMYHUKAIUNA MEXIY COTPYIHUKAMHU;

0) SKOHOMMUSI TIJIOIIA/IA U 3aTpaT Ha apeH/y;

B) a0COMOTHASI KOH(DUIEHITNAIBHOCTH BCEX IEPETOBOPOB;

I') BO3MOXKHOCTB OBICTPO pemiath padoure BOIPOCHI;

1) CO3/IaHU€ UHJIMBUIYATHbHOTO MUKPOKIMMATA JJIs1 KAKJIOTO COTPYTHUKA.

Tema 2.4. Buyrpuopucnsie orHomenust. I1K-3.2.
1. 3agaHusA OTKPHITOrO THIIA
1.1. Bonpochbl OTKPBHITOr0 THIIA

Ne i/m Bomnpoc

1. KopnoparuBHas kynpTypa U €€ BIUSHUE Ha BHYTPUO(DUCHBIE OTHOIICHHUS

2. Meroap! ynpasieHus: KOHGIUKTaMH B ouce

1.2. KoHTpoOJIbHBIE 3aaHNS ¢ KJIIOYAMH IPABUJIbHBIX OTBETOB
3aganmne 1.

B xomnextuBe otaena u3 12 4enoBek BOSHUK KOHMIUKT MEXIY JIBYMS
COTPYJIHUKAMHU U3-3a pazjielia KIMeHTCKoM 0a3bl. PykoBoauTeb oT/aena
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OTCYTCTBYET B KOMaHAMPOBKE. Bara pois — opuc-MeHemkep, K KOTOpOMY
oOpaTuiuck cOTpyAHUKU. OTHUIINTE TOMIAroBbIA aJrOPUTM BalllNX ACHCTBHIA 1O
yperyaupoBaHuio KOH(IMKTa (He MEHee S5 11aron).

3aganue 2.

Pa3paboraiiTe nepedenb MeponpusTHii 10 GOPMUPOBAHUIO OJIATOTPUATHOTO
IICUXOJIOTHYECKOTO KJIMMaTa B KOJUIEKTHBE oduca (He MEHEe 5 MepOTIPHUITUI).
JUist KaXJI0T0 MEPOIPUATHUS YKAKUTE 1eJIb IPOBEACHUS U 0KUaeMbIil pe3yIbTar.

2. 3axaHusi KOMOMHUPOBAHHOIO THIIA
2.1. TecroBble 3a1aHusi ¢ 000CHOBAHHEM BbIOOpA

AprymeHTsl,
000CHOBBIBAIOIINE
BBIOOp OTBETa

Ne IIpaBunbHBIN
Conepxanue 3aJaHus
/11 OTBET

UYTto sABIISIETCS OCHOBOM KOPIIOPATUBHOMN
KYJIbTYpbl Opranu3anuu’? BapuaHTel
OTBETOB: a) TU3aliH oduca; 0)

1. paszesnseMble LIEeHHOCTH, HOPMBI U
MpaBujia MOBEACHUS; B) pa3Mep
3apabOTHOM IJIATHI; T) KOJIHMYECTBO
¢bunanos.

Kakoii ctunb ynpasneHus
XapaKTEPHU3yEeTCs] MAaKCUMAJIbHBIM

b JEJIErMPOBAHUEM TTOJTHOMOYNI

' MOAYMHEHHBIM? BapraHThl OTBETOB: a)
aBTOPUTAPHBI; 0) TEMOKPATUUECKUIA;
B) TMOEpaIbHBII; T) OIOPOKPATHUYECCKHUH.

3. 3agaHus 3aKPBHITOrO THIIA

3.1. TecToBbIe 3a1aHUA

Tecr 1.

BaumarenbHO npoYnTaTh TEKCT 3aJlaHUs U IOHSTh, YTO B KAUE€CTBE OTBETA
0’KMAAETCS TOJIBKO OJMH U3 MPE/JI0KEHHBIX BApUAHTOB. BHUMATEIbHO IPOUUTATD
IpeIJI0KEHHbIE BAPUAHTHI OTBETA. BHIOpaTh 0J1MH BEpHBIM OTBET. 3anucarh
TOJIbKO OYKBY BHIOPAHHOT'O BapUaHTa OTBETA.

Uto siBIsIETCSI OCHOBOW KOPHOPATUBHOM KYJIbTYPbl OpTaHU3ALUN?

a) nu3aiiH oduca;

0) paznensieMble LICHHOCTH, HOPMBI M MIPaBUJIa TOBECHUS;

B) pa3mep 3apabOTHOM IIATHI;

T') KOJIMYECTBO (PUITHAJIOB.

Tect 2.
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BHuMaTenbHO MPOYUTATh TEKCT 3a/1aHUSI U MTOHATh, YTO B KQU€CTBE OTBETA
0’KHJIa€TCS HECKOJIbKO MPaBUIIbHBIX OTBETOB U3 MPEAJIOKEHHBIX BAPUAHTOB.
BHuMaTenbHO MpOoYnTaTh IPEAI0KEHHbIE BAPUAHTHI OTBETA. BHIOpAaTh HECKOJIBKO
MPaBUJIBLHBIX OTBETOB. 3aMMCATh TOJIBKO OYKBbI BHIOPAHHBIX BAPUAHTOB OTBETA.

Kakue criocoObl HeMaTepuaabHOI MOTHUBAIIMU COTPYTHHKOB O(uca Hanbomee
3¢ deKTUBHBI?

a) MyOJIMYHOE MPU3HAHUE 3aCTYT;

0) mpenocTaBieHrne THOKOTO Tpaduka padoThI;

B) YBEJIMUEHHUE 3apIUIaThl B JIBa pas3a;

') BO3MOXKHOCTh OOYYEHUS 32 CUET KOMIIAHUH;

1) BBIJICTICHUE CITYKEOHOTO aBTOMOOMIISI C BOJIUTETIEM.

Tema 2.5. O¢uc oyaymero. I1K-3.2.
1. 3agaHust OTKPBITOrO0 THIIA
1.1. BonpochI OTKpPBITOr0 THIIA

No
- Bonpoc
/i P
1 TenneHuMu pa3BUTUs OPUCHBIX MPOCTPAHCTB: HU(POBU3ALINS, ABTOMATU3AIIMS,
) poboTuzarus
2. VY nanennas pabota u ruOpuIHBIE POPMATHI 3aHATOCTH: BHI30BBI U MIEPCIIEKTHBEI

1.2. KonTpoJibHbIe 3a1aHNs ¢ KJIIOYaMU MPABWIbHBIX 0TBETOB

3aganmne 1.

[lepeuncnure He MEHEE MATH TEXHOJIOTUH, KOTOPBIE, 110 BallleMy MHEHUIO,
CTaHyT CTaHJapTOM i «oduca Oyayiiero» B ommkaimme 5-10 nert. s kaxmaon
TEXHOJIOTHUHU OIHUIINTE, KaKylo Mpo0IeMy TeKyIero oduca oHa peraer.

3ananme 2.

PazpaboTaiiTe monmutuky rudbpuiHoro popmata paboThl 1JIsI KOMIIAHUH
yuciaeHHocThI0 100 uenoBek (2-3 qus B oduce, 2-3 aHs yaaieHHo). Bxitounte
npaBuJia MIaHUPOBAHUS IPUCYTCTBUS, TPEOOBaHUS K paboueMy MECTY Ha JIOMY,
MOPSIIOK KOMMYHUKAIIMU U KOHTPOJISI.
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2. 3aiaHust KOMOMHUPOBAHHOIO THIIA
2.1. TectoBble 3agaHusA ¢ 000CHOBaHUEM BbIOOpa

ApryMeHTHI,
000CHOBBIBAIOIINE
BBIOOp OTBETA

Ne IIpaBunbHBIN
Coneprxanue 3agaHust
/1 OTBET

Yro xapakTepusyeT KOHIENLHUIO
«ymHoro opuca» (Smart Office)?
BapuaHTbl 0TBETOB: a) HCHOJIB30BAHUE
UCKJTIOUUTENIFHO PYYHOTO TpyAa; 0)
aBTOMaTH3allMsl PYTHHHBIX IPOLIECCOB C
nomo1nbto [0T-ycTpoiCTB U JaTYUKOB;
B) TIOJITHO€ OTCYTCTBHE TEXHUKH; T)
paboTa TOJIBKO B HOUHOE BPEMSI.

Kakoii ¢popmar 3ansTocti
IpeIoiIaracT YaCTHIHOE PUCYTCTBUE
COTPYAHUKOB B 0(hHCE U YACTHUHYIO

2. paboty u3 noma? BapuaHThI OTBETOB: a)
NoJIHAas yaneHHas paboTta; 0)
TUOpUIHBIN TpaduK; B) BaXTOBBIN
METOg; T') (hpHIIaHC.

3. 3ajanusi 3aKPBITOr0 THIA

3.1. TecToBbI€ 3a7aHUA

Tect 1.

BHuMartenbHO MpounTaTh TEKCT 3aJ]aHUsI ¥ TIOHATh, YTO B KAUYeCTBE OTBETA
0’KHJIaeTCS TOJIBKO OJTUH U3 MPEAIOKCHHBIX BApUAHTOB. BHUMAaTEILHO MPOYHUTATH
IPEIOKCHHBIC BAPUAHTHI OTBETA. BRIOpaTh OJTMH BEPHBIN OTBET. 3aMKcaTh
TOJIbKO OYKBY BHIODAHHOTO BapuaHTa OTBETA.

UYro xapakTepu3yeT KOHIENIHIo «yMHOro oduca» (Smart Office)?

a) UCIOJIb30BAHUE UCKIIFOUUTEIBHO PYYHOTO TPY/Ia;

0) aBTOMaTH3AIMs PYTHHHBIX IMPOIECCOB ¢ MOMOIIBIO [0T-yCTpOiCTB 1 JaTYMKOB;
B) MTOJTHOE OTCYTCTBUE TEXHUKH;

') paboTa TOJIBKO B HOYHOE BPEMsI.

Tecrt 2.

BHuMartenbHO pounTaTh TEKCT 3aJIaHUsI ¥ TIOHATh, YTO B KAUYeCTBE OTBETA
O’KHMJIA€TCSl HECKOJIBKO MPAaBUIIbHBIX OTBETOB U3 MPEIJIOKEHHBIX BAPUAHTOB.
BHuMartenbHO pounTaTh IPEAJIOKEHHBIC BAPUAHTHI OTBETAa. BBIOpaTh HECKOIBKO
MIPaBWIBHBIX OTBETOB. 3aIMCaTh TOJbKO OYKBBI BELIOpAHHBIX BAPUAHTOB OTBETA.

Kakue TexHonoruu siBIsi0TCS ApariBepamu TpaHchopmaiuu oduca Oyayiiero?
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a) UCKYCCTBEHHBI MHTEIJICKT JJIsl TUIAHUPOBAHUS 33]1a4;
0) meKephl 1Sl SKCTPEHHOM CBSI3H;

B) 00JIaUHbBIE CEPBUCHI I COBMECTHOM pabOTHI;

) pakcUMUIbLHAS CBSI3b;

1) poboTu3arusi pyTUHHBIX onepaiuii (RPA).

Tema 2.6. OpucHas 6e301aCHOCTD: YIIpaBJeHHe PUCKAMHU U
HeNnpepbIBHOCTH AesATeabHOCTH. TTK-3.2.

1. 3ajaHusi OTKPBITOrO0 THIIA

1.1. BonpochbI OTKpPBITOr0 THIIA

Ne
Bomnpoc
/1
1 [TonsTHe oducHOM 6e30macHOCTH: PundecKas, HHPOpPMAIMOHHAs, TIOXKapHas,
' 9KOHOMMYECKAsA COCTABIIAIOIINE
) [TnanupoBanue HenpepbiBHOCTH JesiTenbHOCTH (BCP) 1 neficTBust B 4pe3BbIuaitHbIX
) CUTYyalHIX

1.2. KoHTpOJIbHBIE 32/1aHNS C KJIKYAMH IPABUJIbLHBIX OTBETOB
3ananue 1.

[IpoBenute ananu3 puckoB s oduca kommanuu (30 COTPYTHUKOB, THIIOBOE
obucHoe 3maHue, 3 dTax). MaeHtmpuuupyiTte HE MeHee S5 puckoB (Imoxap,
3aTOIJICHUE, yTeYKa JaHHBIX U T.1.). [l0 KaXaoMy pHUCKY OIEHUTE BEPOSITHOCTH
(BBICOKast/CpeIHsIsI/HU3Kasl ) M OTEHITUAIbHBIN yilepO (BRICOKUI/CpEeTHUM/HUZKUN).
[IpensioxkuTe MEpbl MUHUMU3ALMY [ PUCKOB C BEICOKUM YPOBHEM.

3aganmue 2.
Pa3zpaboTaiiTe KpaTKy0 HHCTPYKIIHIO JIJIsl COTPYIHHKOB oduca «JlericTBus mpu
noxkape». WHCTpyKius AOKHA COAEpPKaTh: TOPSIOK OOHApPYKEHHs TMOXKapa,

npaBuia BbI30Ba MOXKAPHOM OXpaHbl, MapUIpyThl 3BaKyaluu, Mecta cOopa,
NENUCTBUS MPU HEBO3MOXKHOCTH 3BaKyaluu.

57



2. 3aanuss KOMOMHUPOBAHHOIO THIIA

2.1. TectoBble 3agaHusA ¢ 000CHOBaHHEM BbIOOpa

AprymeHTsl,
000CHOBBIBAIOIINE
BBIOOp OTBETa

No [TpaBuibHBIN
Conepxanue 3aJaHus
I1/11 OTBET

UYro nmoHuMaercs 1o pesepBamu
MOBBIICHUS 2P (HEKTUBHOCTH
IIpou3BoJIcTBA? BapuaHThl OTBETOB: a)
3arachkl ChIpbsi U MaTEpUaJIOB Ha CKJIAJE,
1. 0) HEHCIIOJIb30BaHHBIC BO3MOKHOCTH
pocTa IpOU3BOJICTBA U YIIYUILIEHUS €To
pe3yJabTaToOB, B) CBOOOHBIE IEHEKHBIC
CpeICTBa MPEANPUATHS, T) pe3epBHBII
KaIruTall IpeArnpHusITUs

Kaxkue pe3epBbl oTHOCATCS K
WHTCHCUBHBIM? BapraHThl OTBETOB: a)
yBelIn4YeHne oobeMa Mpor3BOICTBA 32
CUET IPUBJICYCHHUS] TOTIOTHUTEIBHBIX
pecypcoB, 0) MOBBIIIEHUE
MIPOU3BOIUTENBHOCTH TPY/Ia, B) POCT
YHCJIEHHOCTH [IEPCOHANA, T)
pruoOpeTeHrne HOBOTO 000PYIOBaHUS

3. 3ajaHus 3aKpPBITOrO0 THIIA

3.1. TecTroBBIC 3a1aHUA

Tecr 1.

BuumarenbHO MpOYUTATh TEKCT 3aJJaHUS U IOHSATH, UTO B KAUECTBE OTBETA
OKUJIAeTCsI TOJIBKO OJIMH U3 MPEJIOKEHHBIX BapUaHTOB. BHUMAaTENbHO MPOUYUTATH
npeJIoKEHHbIE BapUAaHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJILKO OYKBY BHIODAHHOTO BapuaHTa OTBETA.

Yro noHnmaeTcs o MHGOpMamoHHOM 6e30MacHOCThIO oduca?

a) 3amuTa 3JaHMs OT MPOHUKHOBEHMSI IOCTOPOHHUX;

0) obecrieueHne KOH(MUICHITUATBHOCTH, IIEJIOCTHOCTH U IOCTYITHOCTH
uHdopMamu;

B) peryJisipHasi yoopka moMelieHu;

') CTpaxoBaHKUe OPUCHOTO 00OPYAOBAHUS.

TecTt 2.

BaumarenbHO npoYnTaTh TEKCT 3aJIaHUs U OHSAThH, YTO B KAUE€CTBE OTBETA
0°KMJAETCSI HECKOJIBKO MTPABUIIBHBIX OTBETOB U3 MPEAJIOAKEHHBIX BAPUAHTOB.
BaumaTenpHO pounTaTh MpeasioKeHHbIC BAPUAHTHI OTBETa. BRIOpaTh HECKOIBKO
MPAaBWIbHBIX OTBETOB. 3alIMCaTh TOJbKO OYKBbI BELIOPAHHBIX BAPUAHTOB OTBETA.
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Kakue mepsl oTHOCATCS K u3nueckoit 3amure opuca?

a) yCTaHOBKA CUCTEMBbI BUICOHAOTIOICHNUS;

0) ucCnoIb30BaHUE CIOKHBIX Maposei Ha [1K;

B) KOHTPOJIb JOCTYTIA MO 3JEKTPOHHBIM MPOITYCKaM;
r) mu@poBaHue FIEKTPOHHOMN MOYTHI;

I[) HaJIM4IKUC OXPaHbl HJIKN KHOIIKH TpeBO)KHOfI CHUT'HaJIM3alu.

Tect 3 (MOCJIE0BATENBHOCTD).

BuaumarensHo IMPOYUTATh TCKCT 3adaHUsl U IMOHATDH, YTO B KAYCCTBC OTBCTA

OXUAACTCA ITOCIACA0OBATCIIBHOCTD DJICMCHTOB. BaumarensHo IMpOIUTATh

MNpCAJIOKCHHBIC BApUAHTBI OTBCTA. HOCTpOI/ITB BCPHYIO ITOCJICAOBATCIIBHOCTD 13

MNpCAJIOKCHHBIX 3JICMCHTOB. 3anucarhb 6y1(BI>I BapHaHTOB OTBCTOB B HY)KHOﬁ

IIOCJICA0BATCIIbHOCTH.

YcraHoBuTe nocjacaoBaTCIbHOCTD ,Z[CﬁCTBPIﬁ Impu O6Hapy}KCHI/II/I IMOoAO3PUTECIIBLHOIO

npeaMera B oduce:

a) ABaKyaIrusi COTpYJHUKOB U3 30HBI OOHAPYKCHHS;
0) BBI30B MPABOOXPAHUTEIHHBIX OPTaHOB,
B) (bukcaiusi BpeMEHH M 00CTOATENIbCTB OOHAPYKEHUSI;

T) 3alpeT Ha CaMOCTOATENIbHOE MEPEMEIIEHUE WU BCKPBITHE MPEIMETA;

J1) OTIOBEIIEHUE PYKOBOUTENS U CITy>KObI 0€30TMacHOCTH.

6.3. Kpurepuu u mikana ouieHuBanusi Ha ocHoBe BPC.

KPUTEPUUN OLIEHMBAHWA

PE3VJIBTAT B
BAJUJIAX

JlaH MOIHBIM, B JIOTMYECKOM IIOCIENOBATEIBHOCTU Pa3BEPHYTHIN
OTBET Ha IIOCTABJIECHHBIM BOIPOC, IJ€ OH IMPOJAEMOHCTPUPOBAI
3HaHUS TpeiIMeTa B TIOJHOM oObeMe yueOHOH Iporpammsl,
JOCTaTOYHO INIyOOKO OCMBICIMBAET JAUCLUILIMHY, CAMOCTOSATENBHO,
Y MCUEPIBIBAIOLIE OTBEYAET Ha JOMOJHMUTEIbHBIE BOMPOCHI,
MIPUBOIUT COOCTBEHHBIC IpUMEPHI o npoOeMaTuKe
IIOCTABJIEHHOTO BOIPOCA, PELINI IPEAJIOKEHHbIE IPAaKTHUECKUE
3amaHus 0e3 omnooK

90-100

Jlan pa3BepHYTBII OTBET Ha IIOCTaBJICHHBIA BOIIPOC, TIeE
oOyyaronuiics JAEMOHCTPUPYET 3HaHWs, NPHOOPETCHHBIE Ha
JEKLIUOHHBIX M CEMUHApPCKUX 3aHATHAX, a TaKKe IOJIyYCHHbIE
MOCPEACTBOM HM3YYEHHsI 00s3aTENbHBIX YYEOHBIX MaTepuajoB I10
Kypcy, aeT apryMEHTHPOBAHHBIE OTBETHI, IPUBOJUT IPUMEpPHI, B
OTBETE€ MPUCYTCTBYET CBOOOJHOE BIIAJEHUE MOHOJOTHYECKON
peublo, JIOTUYHOCTh U IIOCIEN0BAaTENbHOCTh oOTBeTa. OmHaKo
JIOTIyCKaeTCsi HETOYHOCTh B OTBeTe. Pemmn mpenaoKeHHbIe
NPaKTUYECKHE 33JJaHUs C HEOOIBIIMMHI HETOYHOCTSIMH.

75-89

JlaH OTBeT, CBUIIETEIbCTBYIOIINI B OCHOBHOM O 3HAHUU MPOILIECCOB
M3y4aeMou JUCLUNJINHEI, OTJINYAIOIIHICS HEIOCTaTOYHOU

60-74
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rTyOMHOM W TIOJHOTOM pPACKPBITHS TEMBI, 3HAHHEM OCHOBHBIX
BOIIPOCOB TEOPUH, Ci1a00 C(HOPMUPOBAHHBIMH HABBIKAMM aHAIM3a
SBJICHUH,  IPOIECCOB, HEJOCTATOYHBIM  YMEHHEM  J1aBaTh
apryMEHTHPOBAHHBIEC OTBETHI U IPUBOJUTH IIPUMEPHI, HEAOCTATOUYHO
CBOOOIHBIM BIIQICHHEM MOHOJIOTHYECKON PEUblO, JOTHUYHOCTBIO U
MOCJIEIOBATENbHOCTHIO OTBeTa. JlomycKaeTcss HECKOIBKO OLIHMOOK B
COIEP’KaHWU OTBETA M PEUICHUH MPAKTUYCCKHUX 3a/IaHHH.

Jlan OTBeT, KOTOpBII COAEPKUT DS CEPHbE3HBIX HETOYHOCTEM, 1-59
0OHapyXMBAIOIMNWA HE3HAHHWE IPOIIECCOB M3Y4aeMOU MpEeaMETHOMN
001acTH, OTIMYAIOIIMICSI HErIyOOKHM  pacKphITHEM  TEMBI,
HE3HAaHHEM OCHOBHBIX BOIPOCOB TEOpPHH, HecHOPMHPOBAHHBIMU
HaBbIKAMU aHalU3a SBJCHUH, TNPOLIECCOB, HEYMEHHEM [aBaTh
apryMEHTHPOBaHHbBIE OTBETHI, CIIA0BIM BIIaICHUEM MOHOJIOTHYECKON
peubio, OTCYTCTBUEM JIOTUYHOCTH U TOCJIE0BATEIIbHOCTU. BBIBOIBI
IOBEPXHOCTHBI. Pelienne MmpakTHYecKuX 3aJaHuil HE BBIMOJIHEHO,
T.e. 00yJaromuiicss He cnocoOeH OTBETUTh Ha BOIPOCHI JIaXKe MPHU
JIONOJTHUTEIBHBIX HaBOSIIUX BOIIPOCAX MPENOIaBaTENs.

6.4. Jlns peuieHus KOHTPOJBHBIX 33JaHUN OOydYaromleMycs pa3peraercs
UCITOJIb30BAHUE KAJBKYJIATOPA.

7. MeTtoanyeckne MaTepUAJIbI 10 OCBOCHUIO JTUCHUILIUHBI (MOYJIf)

IToaroroBka K JIEKIIHASIM.

['maBHOE B MEpHOJl MOJATOTOBKA K JICKIIMOHHBIM 3aHSTUAM — HAYyYHUThCS
METOJaM CaMOCTOSITEIbHOTO YMCTBEHHOIO TpPYJd, CO3HATEJIIbHO pPAa3BUBAaTh CBOU
TBOPUYECKUE CIIOCOOHOCTH M OBJIaJIeBaTh HaBbIKAMU TBOPUYECKOW paboThI. JJist 3TOrO
HEOOXOJMMO CTpPOro coOJioAaTh AUCIHUILIMHY YyueObl MW moBeAeHUsd. YeTkoe
IJIJAHUPOBAHUE CBOEr0 pabouero BPEMEHU U OTIbIXa SBISETCS HEO0OXOIUMBIM
YCJIOBUEM JIJIs1 CTIEITHOM CaMOCTOSITEILHON paboThl. B OCHOBY €ro Hy»HO MOJIOKHUTh
paboune mporpaMMbl U3y4aeMbIX B ceMecTpe auciuiuind. KaxaoMmy oOydaromeMycs
CJIEIyeT COCTABIIATh €XKEHECTbHBIA U CEMECTPOBBIH TIaHBI pa0OTHI, a TAKXKE MJIaH Ha
KX pabounii nenb. C Bedepa Bceraa Hal0 pacupeensiTh paboTy Ha 3aBTPAITHHMA
NeHb. B KOHIlE KaXIIOTO JTHS 1EJeCO00pa3HO MOABOJUTH UTOT PabOTHI: TIIATEIHHO
IPOBEPUTH, BCE JIM BBINOIHEHO M0 HAMEYCHHOMY IUIaHy, HE ObUIO JIU KaKWUX-JIHOO
OTCTYIUJICHUH, a eciu ObUIM, M0 KakoW MpuuuHe 3TO mpousonuio. HyxkHo
OCYIIECTBIISITh CAMOKOHTPOJIb, KOTOPBIN SIBJIISIETCS HEOOXOIUMBIM  YCIOBHEM
ycnenrHon y4eObl. Eciii 4To-TO 0CTamoCch HEBBIMOJIHEHHBIM, HEOOXOIUMO U3bICKATh
BpeMsI JJIsl 3aBEPIIICHUSI TOM YacTu pabOThI, HE yMEHbIasg 00beMa HeJIeIbHOTO TIJIaHa.

CamocTrodTenbHas padoTa Ha JIEKIIHH.

Crnynianve v 3anuch JEKIHUA — CII0KHBIA BUJT By30BCKOW ayIUTOPHOU pabOTHI.
BaumMmarenbHOe ciayliaHue 1 KOHCIEKTUPOBAHUE JIEKLIWN TPEATIONAraeT UHTEHCUBHYIO
YMCTBEHHYIO JI€ATE€IbHOCTh oOOyuaromierocs. KpaTkue 3anucu  JeKUuid, ux
KOHCIIEKTUPOBAaHUE IIOMOTaeT yCBOUTHb Yy4eOHbIM Marepuan. KoHcmekT sBisercs
IIOJIE3HBIM TOTJ1a, KOI'ZAa 3allMCaHO CaMO€ CYILECTBEHHOE, OCHOBHOE U CHEIAHO JTO
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camuM oOyuaroumcs. He Hafo ctpeMuThes 3anucaTh JOCJIOBHO BCHO JeKiuio. Takoe
«KOHCIIEKTHUPOBAHME» TMPUHOCUT OOJIbIIE Bpela, 4YeM MOJb3bl. 3alKUCh JIEKIUN
PEKOMEHAYETCSI BECTH 10 BO3MOXHOCTH COOCTBEHHBIMH  (OPMYJIHPOBKAMHU.
JXenarenpHO 3aIIMCh OCYIIECTBIATH HA OJTHOM CTPAHUIIE, a CIIEAYIOLLY0 OCTABIISATh IS
popabOTKH y4eOHOTo MaTepralia CaMOCTOSITEILHO B JIOMAIIIHUX YCJIOBUIX. KOHCTIEKT
JIEKIUY JIy4dllle TOIpa3esiaTh Ha MyHKTHI, maparpadsl, COOM0Aast KPACHYIO CTPOKY.
Ortomy B OOJBLIONW CTENEeHH OyAyT CIOCOOCTBOBaTh IYHKTHI IUTaHA JIEKIIHH,
npeyIoKeHHbIE penoaaBaresaM. [puHuunuanbHbIe MecTa, onpeaeneHus, GopMyJibl
U JPYyTOE CIEIYET COMPOBOXKIATh 3aMEUaHUSIMH «BAXKHO», «0CO00 BaXKHO», «XOPOILLIO
3allIOMHUTH» U T.II. MOXKHO JIefaTh 3TO U C MOMOIIbIO PA3HOLBETHBIX MAapKEPOB WU
pyuek. Jlyumie ecnu oHu OyTyT COOCTBEHHBIMHU, YTOOBI HE PUXOJUIOCH IPOCUTH UX
y OJTHOKYPCHUKOB U TEM CaMbIM HE OTBJIEKaTh UX BO BpeMs Jiekuuu. Lenecoobpazno
pa3paboTaTth COOCTBEHHYIO «Mapkorpaduio» (3HaYKH, CUMBOJIbI), COKPAIIICHUS CJIOB.
He nummum Oyner u u3ydyeHwe OCHOB cTeHorpaduu. PaboTas Hajg KOHCIEKTOM
JIEKIUH, BCeTja He0OXO0IMMO HCIIOJIb30BaTh HE TOJIBKO YUEOHUK, HO U Ty JINTEPATYDY,
KOTOPYIO JOTIOJHHUTEIFHO PEKOMEHIOBaN JEeKTop. VIMeHHO Takas cepbe3Has,
KpomoTinBasi paboTa C JEKIMOHHBIM MaTEpHUajOM IO3BOJIUT TIyOOKO OBIAACThH
3HAHUSMHU.

[ToaroToBka K NpakTUYECKUM 3aHSATHUSIM.

[ToAroTOBKY K KaXIOMY NPAKTUYECKOMY 3aHSITHIO KaXKIbIH O00ydaroImuics
JOJDKEH HayaTh C O3HAKOMJICHUS C IUJIAHOM MPAKTUYECKOTO 3aHATHS, KOTOPBIN
OTPAXKAET COJEP)KAHHE MPEIJIOKEHHOW TeMbI. THiaTeabHOE MPOAYMBIBAHUE H
M3y4YEHUE BOMPOCOB IJIaHA OCHOBBIBAECTCS HAa MPOpPA0OTKE TEKYIIEero Marepuaia
JEKIMM, a 3aTeM M3Yy4YeHHs O0053aTeNbHON M JOTMOJHUTEIBHOU JHUTEPaTypHl,
PEKOMEHJOBAaHHYIO K JaHHOM TeMe. Ha OCHOBe MHAMBHIyanbHBIX NPEINOYTEHUN
oOydJaroremMycsi HeOOXOAMMO CaMOCTOATEILHO BBIOPATh TEMY JOKJIaa Mo TmpodieMe
MPAKTUYECKOIO 3aHATUS U MO BO3MOXXHOCTH MOATOTOBUTH MO HEMY IPE3EHTALMIO.
Ecnu nporpaMMoil AMCHUIUIMHBL MPEAYCMOTPEHO BBIITOJIHEHHE IMPAKTHYECKOrO
3aJlaHdsl, TO €ro HEOOXOAMMO BBIIOJHHUTH C YYETOM NPEIJIOKEHHON WHCTPYKIMH
(yctHo win 10 nuceMeHHO). Bce HOBBIE MOHSTHS MO U3y4aeMOil TeMe HEO0OXOAUMO
BBIYUHUTb HAU3YCTh M BHECTH B TJIOCCApUi, KOTOPBIH 11€51ecO000pa3HO BECTH C CaMOro
Hayaia u3y4yeHus Kypca. PesynabTaT Takoil pabOThl [ODKEH TMPOSIBUTHCS B
CIIOCOOHOCTH OOy4Yaromierocss CBOOOJAHO OTBETUTh Ha TEOPETUYECKHE BOMPOCHI
MPAKTUYECKOTO 3aHATHS, €r0 BHICTYIVICHUH U YYAaCTHH B KOJUIEKTUBHOM OOCYKICHUU
BOIIPOCOB M3Yy4a€MOM TEMBI, NMPABUJIBHOM BBINIOJHEHUM MNPAKTUYECKUX 3aJaHUN U
KOHTPOJIbHBIX PadoT.

CtpyKTypa NpakTHUYE€CKOIO 3aHSATHS:

B 3aBucumoctH OT cojepkaHUsS M KOJIMYECTBA OTBEJACHHOTO BPEMEHHU Ha
M3YUYCHHE KaXXIO0W TEMbI MOXKET MPAKTUYECKOE 3aHSTUE COCTOSITh M3 UETHIPEX-MSATH
JacTeu:

1. OO6cyxneHne TEOPETUYECKUX BOIPOCOB, OIPEACIICHHBIX MPOrpPaMMOn
U CIATIINHEI.
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2. Joxnax W/ WAM BBICTYIUJIEHME C Mpe3eHTAlUsIMA 10 MpodiieMe
MPAKTUYECKOTO 3aHSITHSI.

3. O6cykIeHrE BBICTYIICHUN 110 TEME — JUCKYCCHSI.

4. BpinonHeHUE NPAKTUYECKOTO 3aJaHUsA C TOCIEAYIOUIMM pa3doopoM
MOJTYYEHHBIX PE3yJIbTaTOB WU 00CYK/ICHUE MPAKTUYECKOTO 3aJIaHMs, BHITTOJITHEHHOTO
JIOMa, €CJIU 3TO MPETyCMOTPEHO MPOrPaMMON.

5. IlogBeneHne UTOrOB 3aHATHS.

[lepBas gacth — 00CYXJI€HHE TEOPETUIECKUX BOIPOCOB - MIPOBOJIUTCS B BHJIC
dbpoHTaNnBEHON O€cenbl CO BCEW TPYIIONW M BKIOYAET BHIOOPOUYHYIO MPOBEPKY
npenojaBaresieM TEOPETUYECKUX 3HAHUU O0yJaroIMXcsl. [Ipumepnas
MPOJIOJDKUATEILHOCT — A0 15 MuHyT. BTOpas yacTh — BBICTYIUIEHHE O0YYArOIINXCS C
JIOKJIaJJaMH, KOTOPBIE JTIOJHKHBI COMTPOBOXKAATHCS MPE3EHTALUAMU C LIEJIbI0 YCUIICHUS
HarJISIAHOCTH BOCHPUATHSA, O OJHOMY U3 BOINPOCOB IPAKTHUUYECKOTO 3aHSITHS.
OOsi3aTenbHBIN 2JIEMEHT JOKJIajJa — TMPEACTaBICHHE M aHAIU3 CTaTUCTHUYECKUX
JTAHHBIX, 0OOCHOBAHUE COIMAIBHBIX MOCJEACTBUN JIFOOOTO YKOHOMUYECKOTO (pakTa,
ABleHUsT WM mponecca. I[lpumepnas nponomxurensHocTs — 20-25 munyt. Iloce
JOKJIAJIOB CIEAYeT UX 00CyKAeHue — AUCKyccusi. B xo/e 3Toro 3Tana npakTU4ecKoro
3aHSATUS MOTYT OBITh 3aJlaHbl YTOUHSIOIIME BOMPOCHI K AokiamauukaM. [Ipumepnas
MPOAOJDKUTENBHOCTE — 10 15-20 munyT. Ecnu mporpamMmoil  mpenycMOTpeHO
BBITIOJTHEHWE TMPAKTUYECKOTO 3aJaHhsl B paMKaX KOHKPETHOW TEMbI, TO
NpENnoAaBaTe/IIMU  OIPENEIACTCS €ro COACPKAHUE M JAaeTCsl BpeMsl Ha €ro
BBITIOJIHEHUE, a 3aTeM UJET OOCYXKJIeHUEe pe3ynbTaToB. Eciau nmpakTudeckoe 3agaHue
JOJKHO OBLIIO OBITH BHITIOJIHEHO JI0OMa, TO Ha MPAKTHUYECKOM 3aHATUU MPEToAaBaTelb
NpoBEpsieT  €ro  BbINOJHEHHE  (YCTHO  WiIM  nucbMeHHO).  [Ipumepnas
IPOIOJDKUTENbHOCTE — 15-20 MmunyT. [logBeneHueM MTOTOB  3aKaHUMBACTCS
npakTudeckoe 3aasaTre. OOyqaronmmMcs JOKHBI OBITh OOBSIBICHBI OIEHKH 3a PaboTy
U JaHbl UX YeTkue 000cHoBaHus. [IpuMepHas mpoI0HKUTENBHOCTh — 5 MUHYT.

PaGota ¢ nuTepaTypHbBIMU HCTOYHUKAMH.

B nmnpounecce mMOArOTOBKM K NPAKTUYECKUM 3aHATHAM, OOYYarOIIMMCS
HEOOXOaMMO 00OpaTHTh 0CO00O€ BHHMMAaHHE Ha CAMOCTOATEIbHOE HW3YyUYCHHE
PEKOMEH/IOBAaHHOW y4e€OHO-METOIMYECKOW (a TakKe HaydHOH U IOMYJISIPHON)
nautepaTypbl. CamocrosiTenibHass paboTra ¢ y4yeOHHMKamMH, YYEOHBIMU IOCOOHUSIMH,
HAy4HOH, CIIPABOYHOW W TOIYJISPHOW JIMTEPATypoOH, MaTepuaiaMyu MEPUOAUIECKUX
u3ganuii u  VHTepHeTa, CTAaTUCTUYECKUMHU JIaHHBIMM  SBJIIETCS  Haubosee
5(p(EKTUBHBIM ~ METOJOM  IOJIY4YEHHMs  3HAHMM, IO3BOJIAET  3HAYUTEIBHO
aKTUBU3MPOBATH MTPOLIECC OBJIAICHUS HHPOpPMALUE, CIOCOOCTBYET OoJiee rIyOOKOMy
YCBOEHHUIO M3y4aeMOro maTtepuana, GopMUpyeT y o0ydaroluxcs CBOE OTHOLIEHHUE K
KOHKpEeTHOM mpobseme. bonee riy0OKOMy pacKpbITHIO BOMPOCOB CIIOCOOCTBYET
3HAKOMCTBO C JIOIIOJIHUTEIBHOM JIMTEPATypPOU, PEKOMEHIOBAHHOW IIPENOAABATEIIEM,
YTO TMO3BOJSIET OOYy4YaloIMMCSl MPOSIBUTH CBOK HHIUBUAYaIbHOCTh B paMKax
BBICTYIUICHUS Ha 3aHATUAX, BBIABUTH MIMPOKUM CHEKTP MHEHHW MO HU3y4acMOH
npobieme.
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8. YyeOHas suTeparypa u pecypcbl HHPOPMAIUOHHO-
TEJIEKOMMYHUKAIMOHHOM ceTu UHTEpHeT

8.1. OcHoBHas nuTEpaTypa

l.bacakoB, M. W. JlokymeHTanmoHHOE oOOecIenieHue YyIrpaBieHus (c
OCHOBaMHU apXuBOBeJeHUs) : yueOHoe mocobue / M. U. bacakoB. — Mocksa :
KnoPyc, 2025.-376 ¢. — ISBN 978-5-406-12345-6. — Tekcrt : anexkTpoHHbI // JlaHb
: ANEeKTpOoHHO-OnbOMMoTeunas cucrema. — URL: https://e.lanbook.com/book/506512

2 Kysnenosa, T. B. Oduc-menemxment : yuebuuk nis By3oB / T. B.
Ky3snenosa, JI. B. Cankuna. — Mocksa : FOHUTHU-/IAHA, 2024. — 415 c. — (Cepus
«MenemxmenT»). — ISBN 978-5-238-03456-7. — Tekct : snexrponssiii // Jlanb :
3NIeKTpOoHHO-O0uOMoTeunas cucrtema. — URL: https://e.lanbook.com/book/380215

3.0Opranuzanusi paboThl oduica W yHpaBICHHE IEPCOHAIOM : YydeOHOe
noco6ue / O. I1. CmupnoBa, U. B. Iletposa, A. H. Bacunbes [u ap.] ; moxa oo, pex.
O. I1. CmupnoBoii. — Omck : OMI'TY, 2024. — 178 ¢. — ISBN 978-5-8149-3812-1. —
Texcr : oanekTpoHHbld // Jlanb : 5310€KTpOHHO-OMONMOTEYHAsT CHUCTEMA. —
URL: https://e.lanbook.com/book/504268

8.2. JlonosHUTENbHAS JTUTEpATYypa

l.Angpeea, B. WM. Jlenonpou3BoAcTBO B OpraHU3allMU: OpraHU3alus U
ylIpaBiieHHe : nmpakTudeckoe nmocooue / B. 1. AnuapeeBa. — 15-e u3zn., nepepab. u
nom. — Mocksa : UHDOPA-M, 2025. — 528 c. — (CnpaBounsbie uznanus). — ISBN 978-
5-16-012456-7.

2.Poroxun, M. FO. JlokyMeHTalmoHHOE 00eCTieueHre YIpaBIeHUs : y9eOHUK
/ M. 1O. Poroxwun. — Mocksa : IIpocnekT, 2024. — 384 ¢. — ISBN 978-5-392-39876-
4.

3.1lanmomaukoBa, H. A. DproHomuka opuCHOro MpOCTPaHCTBA : yueOHOE
nocooue / H. A. [llanournukoBa, E. B. KpsinoBa. — ExatepunOypr : U3a-so Ypain.
yH-Ta, 2023. — 156 c. — ISBN 978-5-7996-3678-9.

4. Tumoee, M. B. Hudpopmammonnas Oe3omacHOCT B odwuce
npaktudeckne pekomennaruu / M. B. Tumodees. — Cankr-IlerepOypr : Ilutep,
2024. —224 c. — ISBN 978-5-4461-1987-6.

8.3. HopmaTuBHBI€ MTPaBOBBIEC IOKYMEHTBI U UHAS TIpaBOBasi HH(OpMAaIIHsI
1.TpynoBoit koxekc Poccuiickoit ®denepanun : denepanbHblii 3aKOH OT
30.12.2001 Ne 197-®3 (pen. ot 06.04.2026). — JlocTtyn U3 cHpaB.-PaBOBOM

CHCTCMBI ((KOHCYJIBT&HTHJII-OC».

8.4. utepHeT-pecypcehl
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9. MarepuanbHO-TeXHH4YeCcKas 0a3a, HHPOPMALMOHHBIE TEXHOJIOTHH,
nporpamMMHoe odecrniedyeHre 1 HHGpOpPMaLMOHHBIE CIIPABOYHbIE CHCTEMbI

Jlis mpoBesieHusl yUeOHBIX 3aHATHH, MPEayCMOTPEHHBIX 00pa30BaTEIbHON
IPOrpaMMoOii, 3aKpeTICHbl ayIMTOPUU COTVIACHO PACITUCAHUIO YUEOHBIX 3aHSITHIA:

pabodyee MecTO IpemnojaBaTelisd, II0CaJOYHble MeCTa IO KOJIMYECTBY
oOyyJaroumxcsi, 10CKa MeJIoBasi, MePCOHAIbHBIA KOMITBIOTEP C JIMLEH3UPOBAHHBIM
IPOrpaMMHBIM OOECIIeYeHHEM OOIIEero Ha3HAYEHUS, MYJbTUMEIUNHBIN MPOEKTOP,
JKpaH, HHTEPAKTUBHAS [TAHEIIb.

[lepeyenb nNporpaMMHOTO OOECTICUEHHUS:

JIMeH3noHHOE U CBOOOJHO pacpoCTpaHsIEMOE IIPOrPaMMHOE 00€eCTIEUEHHE,
B TOM YHCJIE OT€YECTBEHHOI'O IPOU3BOCTBA:

- MTC-link

Ilepeuenp nmnpodecCHOHANBHBIX 0a3 JaHHBIX H  HH(POPMAIIMOHHBIX
CIIPABOYHBIX CHCTEM:

baza nannbix Acconuanuu MeHemxkepoB Poccun www.amr.ru

[Topran mpodeccrnonanbsHOTO COO0IIECTBA MEHEPKEPOB WWW.e-Xecutive.ru
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